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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Incident facilities, types, and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   



ACQUISITIONS BUSINESS SPECIALIST (AQSP) 21 November 2011, Revised 

8 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   

23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate an understanding of FEMA procurement policies and processes 

Competency: Attention to Detail (C3); Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Demonstrate knowledge of FEMA procurement policies and 
processes through discussion with a qualified member of the 
procurement team. 

D-3 
  

• Federal Acquisition Regulations (FAR) 
• Standard operating procedures  
• Directives 
• Memoranda 
• Homeland Security Acquisition Manual (HSAM) 
• Homeland Security Acquisition Regulations (HSAR) 

   

28. Demonstrate knowledge of FEMA-specific financial and 
contracting systems by conducting research. D-3   

• Integrated Financial Management Information System (IFMIS) 
• Automated Acquisition Management System (AAMS) 
• eCAPS 

   

29. Demonstrate knowledge of the flexibilities and limitations 
associated with Stafford Act procurements through discussion with 
a qualified member of the acquisition team. 

D-3 
  

    

Behavior/Activity: Execute Local Business Transition Team (LBTT) activities 

Competency: Communication-Verbal (C4); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Conduct extensive market research to identify qualified vendors 
using appropriate screening factors. D-3   

• Dunn and Bradstreet 
• Central Contractor Registry (CCR) 
• Local/regional databases 

   

31. Conduct outreach to local vendors. D-3   

32. Educate vendors on requirements and opportunities for doing 
business with FEMA and/or the federal government. D-3   

33. Determine local vendor capabilities. D-3   

34. Compile and communicate market research reports. D-3   
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Behavior/Activity: Support pre-award contract activities 

Competency: Interpersonal Skills (C14); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Coordinate with the requestor and the assigned Contract Specialist 
to determine requirements. D-3   

36. Identify existing appropriate contract vehicles. D-3   

37. Identify flexibilities and requirements associated with anticipated 
dollar value. D-3   

38. Assist in developing the Independent Government Cost Estimate 
(IGCE). D-3   

39. Research local vendor demographics and socioeconomic factors. D-3   

• Small business 
• Hub-zone 
• 8a 
• Disabled, veteran-owned 

   

40. Assist in market research. D-3   

41. Assist with preparing procurement documents. D-3   

42. Research Contracting Officer’s Technical Representative (COTR) 
availability and certification status. D-3   

    

Behavior/Activity: Support Procurement Unit activities 

Competency: Researching Information (C21); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Facilitate discussion between Contract Specialists and the 
requesting program office about procurement planning. D-3   

• Expiring contract vehicles 
• New requirements 

   

44. Conduct procurement research on behalf of co-workers, customers, 
and/or other interested parties. D-3   

45. Conduct telephone and web research. D-3   

46. Support communication and decision making between the 
procurement authority and the Joint Field Office (JFO) authority. D-3   
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Behavior/Activity: Effectively transition position duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Obtain the time of transition from immediate supervisor. I   

48. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

49. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Obtain performance appraisal from supervisor. I   

51. Report to the Training Unit upon completion of training 
assignment. I   

52. Make return travel arrangements. I   

53. Prepare the final travel voucher. I   

54. Return accountable property to the Accountable Property Office 
(APO). I   

55. Submit the final timesheet, appraisal form, and travel voucher. I   

56. Check out with the ADD. I   

57. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 

  



ACQUISITIONS BUSINESS SPECIALIST (AQSP) 21 November 2011, Revised 

14 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Evaluation Record 

 
TRAINEE NAME 

Acquisitions Business Specialist (AQSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Acquisitions Business Specialist (AQSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Acquisitions Business Specialist (AQSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Acquisitions Contracting Manager (CRMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that the organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 
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26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any organizational adjustments if necessary. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   
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35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that work completed is consistent with direction and policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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61. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Manage Procurement Unit activities 

Competency: Leadership (C16); Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Establish the procurement function for the supported organization. D-3   

68. Meet with the Logistics Section to establish a dialogue and specify 
procedures. D-3   

69. Assist the Procurement Unit specialists as necessary. D-3   

70. Coordinate with the Acquisition Business Specialist on 
Procurement Unit priorities. D-3   

71. Monitor requirements and the extent of competition. D-3   

72. Review plans for source selection. D-3   

73. Monitor the preparation of solicitations and all applicable 
presolicitation file documentation. D-3   

74. Monitor the processes used to solicit offers. D-3   
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75. Oversee the evaluations of proposals to ensure that they are 
performed according to the terms and conditions of the solicitation. D-3   

76. Monitor the selection of offers and execution of awards. D-3   

77. Monitor that work is initiated under the contracts in a timely 
manner. D-3   

78. Monitor the implementation of contracts and contractor 
performance. D-3   

79. Oversee and perform the procurement closeout process. D-3   

80. Oversee the use of purchase card transactions made by the 
Procurement Unit. D-3   

81. Oversee that procurement activities, decisions, and correspondence 
are documented properly. D-3   

82. Ensure that Federal Procurement Data System – Next Generation 
(FPDS-NG) entries are entered timely and accurately. D-3   

83. Ensure that Automated Acquisition Management System (AAMS) 
data is entered in a current and accurate manner. D-3   

    

Behavior/Activity: Monitor payments to the contractors 

Competency: Leadership (C16); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Ensure that Contract Specialists are managing contractor finance 
arrangements. D-3   

85. Ensure that Contracting Officer’s Technical Representatives 
(COTRs)/Project Officers are managing the invoice process 
properly and elevate problems when necessary. 

D-3 
  

86. Ensure that the Finance/Admin Section Chief Delegation of 
Signature Authority list for the acceptance of goods and services is 
accurately maintained. 

D-3 
  

  



ACQUISITIONS CONTRACTING MANAGER (CRMG) 21 November 2011, Revised 

14 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Behavior/Activity: Provide procurement advice, guidance, and information to co-workers, customers, and/or 
other interested parties 

Competency: Customer Focus (C6); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

87. Provide technical guidance to co-workers and requesting offices 
(i.e., customers) regarding procurement methods and strategies. D-3   

• Advise the Finance/Admin Section Chief on the use of a credit card 
versus a contract 

• Advise the programmatic organizational elements on whether to buy or 
lease goods 

   

88. Communicate the impact of changes in program operations on 
current and future acquisition authorities. D-3   

• Response phase 
• Recovery phase 

   

89. Elevate unresolved contractual issues to the appropriate 
management level(s). D-3   

90. Manage written responses to formal inquiries regarding 
procurement actions in coordination with the External Affairs 
Officer and Office of the Chief Procurement Officer (OCPO) at 
Headquarters. 

D-3 
  

91. Provide verbal or written responses to informal requests for 
information about procurement actions. D-3   

92. Ensure that up-to-date contractor source lists are maintained. D-3   

93. Maintain regular communications with the Regional Contract 
Specialist to identify contract vehicles available for use in the 
region and contracts already in place. 

D-3 
  

    

Behavior/Activity: Manage Procurement Unit staff 

Competency: Leadership (C16); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Assign tasks and establish priorities for staff members to balance 
the workload. D-3   

95. Evaluate the procurement workload and forecast future needs to 
ensure that appropriate staffing is assigned to the unit. D-3   
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96. Coordinate personnel requests with the Cadre Manager (and/or 
Finance and Admin Section Chief) for staff deployments, rotations, 
and releases. 

D-3 
  

97. Complete task book assessment records and discuss the results 
with staff members. D-3   

    

Behavior/Activity: Develop required reports 

Competency: Analysis/Reasoning (C2); Communication-Written (C5) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

98. Obtain periodic status reports from staff and others. D-3   

99. Gather information to include in the required reports by monitoring 
work progress, personal observations, and reports from staff 
members. 

D-3 
  

100. Review and approve reports that the Procurement Unit is providing 
to the Planning Section. D-3   

101. Maintain the Activity Log (ICS 214). D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

102. Negotiate the time of transition. I   

103. Provide for adequate overlap to ensure efficient transfer of duties. I   

104. Brief replacement on current situation. I   

105. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

106. Ensure that an effective transition of duties is accomplished. I   

107. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

108. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

109. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

110. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

111. Obtain performance appraisal from supervisor. I   

112. Report to the Training Unit upon completion of training 
assignment. I   

113. Make return travel arrangements. I   

114. Prepare the final travel voucher. I   

115. Return accountable property to the Accountable Property Office 
(APO). I   

116. Submit the final timesheet, appraisal form, and travel voucher. I   

117. Check out with the ADD. I   

118. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Acquisitions Contracting Manager (CRMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Acquisitions Contracting Manager (CRMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Acquisitions Contracting Manager (CRMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Acquisitions Contracting Specialist (CRSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Incident facilities, types, and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   

23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Receive requirements and conduct acquisition planning 

Competency: Decision Making & Judgment (C7); Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Review Requisition for Supplies, Equipment, Services, Personnel 
and/or Teams (FEMA Form 143-0-1). E   

• Scope 
• Accuracy 
• Proper approvals 
• Completeness 

   

28. Coordinate with the Logistics Section and the requesting 
organizational element to determine if a contract should be issued, 
the type of contract to be initiated, and whether a Requisition and 
Commitment for Services and Supplies (FEMA Form 40-1) should 
be entered into the Automated Acquisition Management System 
(AAMS). 

E 

  

29. Coordinate with the Logistics Section to identify and collect 
market data. D-3   

30. Determine whether to solicit for lease, purchase, or both. D-3   

31. Determine if requirements can be met through local businesses 
and/or existing contract vehicles. D-3   

32. Coordinate with immediate supervisor to determine if sufficient, 
applicable funds have been committed. D-3   

33. Coordinate with immediate supervisor to discuss any actual or 
potential issues/problems related to the procurement request. D-3   

34. Coordinate all requests beyond your warrant level with a 
Contracting Officer with the appropriate warrant level. D-3   

35. Establish the hard-copy contract file D-3   

36. Input procurement data into the AAMS in a timely and accurate 
manner. D-3   

37. Solicit Contracting Officer’s Technical Representative (COTR) 
nomination(s). D-3   

38. Validate each COTR’s certification status. D-3   
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Behavior/Activity: Analyze requirements and determine the extent of competition 

Competency: Attention to Detail (C3); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Review specifications, statements of work (if applicable), and 
related aspects of requirements. D-3   

• Accuracy 
• Completeness 

   

40. Screen procurement requests to identify those with personal 
services or advisory and assistance services. D-3   

41. Determine whether there is sufficient justification, approvals, and 
legal authority to make personal services or advisory and 
assistance services acquisitions. 

D-3 
  

42. Determine whether wage determinations are required for service-
type contracts. D-3   

43. Determine whether the procurement is required to be set aside in 
part or whole for small business concerns. D-3   

44. Determine whether to meet the requirement through "other than 
full and open competition" or after the exclusion of sources. D-3   

45. Execute justification and approvals (J&As) with proper approvals, 
as required. D-3   

    

Behavior/Activity: Establish source selection criteria 

Competency: Decision Making & Judgment (C7); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Review proposed technical evaluation factors and determine how 
the factors will be applied in evaluating offers. D-3   

47. Determine whether to award on "lowest price" or "best value." D-3   

48. Determine whether the supply or service will be acquired by a 
simplified purchasing procedure, commercial procedures, or 
negotiations. 

D-3 
  

49. Establish a milestone plan for solicitation, evaluation, and award 
tasks. D-3   

50. Identify responsible parties and assign tasks. D-3   
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Behavior/Activity: Prepare the solicitation and all applicable presolicitation file documentation 

Competency: Attention to Detail (C3) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Validate the type of contract that will best mitigate and apportion 
expected risks. D-3   

52. Develop appropriate terms and conditions for the solicitation in 
accordance with Federal Acquisition Regulations (FAR), 
Homeland Security Acquisition Regulations (HSAR), and 
Homeland Security Acquisition Manual (HSAM). 

D-3 
  

53. Ensure that all levels of presolicitation reviews have been 
completed. D-3   

• Peer reviews 
• Legal reviews 
• Level-above reviews 

   

    

Behavior/Activity: Solicit offers 

Competency: Customer Focus (C6) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Issue the solicitation using appropriate government points of entry 
(GPE) for publicizing the requirement. D-3   

55. Answer solicitation questions from potential offerors and amend 
the solicitation, as necessary. D-3   

    

Behavior/Activity: Conduct evaluations of quotes/proposals and source selection 

Competency: Attention to Detail (C3); Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Receive and control bids and proposals submitted against the 
solicitation. D-3   

57. Determine the responsiveness to the terms and conditions of the 
solicitation. D-3   
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58. Review the findings and recommendations of the technical 
evaluator(s). D-3   

• Technical deficiencies in the proposal 
• Reasonableness of the proposed tasks and schedule 
• Ranking of proposals based on the technical and business management 

factors of the request for proposal 

   

59. Apply the price-related factors in the request for proposal or 
proposals to compare offers. D-3   

60. Determine and document price reasonableness. D-3   

    

Behavior/Activity: Execute the award 

Competency: Communication-Written (C5); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

61. Prepare the award document and all applicable pre-award 
documentation. D-3   

62. Coordinate with the Office of the Chief Financial Officer (OCFO) 
to set up a new vendor account in the Integrated Financial 
Management Information System (IFMIS), or to ensure that 
information about an existing vendor account is accurate. 

D-3 
  

63. Determine that the offeror is responsible, if applicable. D-3   

• Federal Awardee Performance and Integrity Information System 
(FAPIIS) 

• Past performance 
• Dunn and Bradstreet 

   

64. Obtain proper contract award signatures and award the contract in 
AAMS. D-3   

65. Notify the awardee and issue post-award notification to 
unsuccessful offerors. D-3   

66. Perform proper contract distribution. D-3   

67. Delegate authority to the COTRs, technical monitor, or project 
officer. D-3   

68. Ensure that individuals identified with acceptance authority are on 
the Comptroller’s Delegation of Signature Authority list. D-3   
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Behavior/Activity: Implement the contract and monitor contractor performance 

Competency: Attention to Detail (C3); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

69. Review and approve/disapprove requests for assignment of claims, 
if applicable. D-3   

70. Implement procedures and administer clauses unique to the 
contract. D-3   

71. Monitor the contractor’s and FEMA’s compliance with the 
contract schedule. D-3   

72. Demonstrate to a qualified supervisor an understanding of 
indicators of fraud and other misconduct and reporting procedures. D-3   

73. Prepare contract modifications as required. D-3   

74. Perform contract administration tasks for the duration of 
deployment. D-3   

75. Enter Federal Procurement Data System – Next Generation 
(FPDS-NG) data in a timely and accurate manner. D-3   

 

Behavior/Activity: Perform the acquisition closeout process 

Competency: Attention to Detail (C3); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Verify that the contract is physically complete and that other terms 
and conditions have been satisfied (e.g., return or disposition of 
government property). 

D-3 
  

77. Verify that there are no outstanding invoices, claims, or disputes. D-3   

78. Process de-obligation and closeout modifications. D-3   

79. Distribute the proper contract closeout documentation; submit all 
files related to the procurement to the Regional Contracting Officer 
upon closeout. 

D-3 
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Behavior/Activity: Manage individual purchase card 

Competency: Analysis/Reasoning (C2); Attention to Detail (C3) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

80. Verify that all transactions are an allowable use of the card. D-3   

81. Maintain complete and accurate purchase card files. D-3   

82. Manage transactions in the Credit Card Transaction Management 
System (CCTMS). D-3   

83. Maintain a transaction/liquidation log. D-3   

84. Submit monthly purchase card backup files to an approving 
official within seven days of the end of the cycle. D-3   

    

Behavior/Activity: Provide procurement advice, guidance, and information to co-workers, customers, and/or 
other interested parties 

Competency: Communication-Verbal (C4); Customer Focus (C6) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Provide technical guidance to co-workers and requesting offices 
(i.e., customers) regarding procurement methods and strategies. D-3   

• Advise the Finance/Admin Section Chief on the use of a credit card 
versus a contract 

• Advise the programmatic organizational elements on whether to buy or 
lease goods 

   

86. Demonstrate in discussion with a qualified supervisor an 
understanding of the impact of changes in program operations on 
current and future acquisition authorities. 

D-3 
  

• Response phase 
• Recovery phase 

   

87. Prepare written responses to formal inquiries regarding 
procurement actions in coordination with the External Affairs 
Officer. 

D-3 
  

88. Provide verbal or written responses to informal requests for 
information about procurement actions. D-3   

89. Maintain an up-to-date contractor source list. D-3   

90. Coordinate with the Regional Contracting Officer to identify 
contract vehicles available for use in the Region and contracts 
already in place. 

D-3 
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Behavior/Activity: Effectively transition position duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Obtain the time of transition from immediate supervisor. I   

92. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

93. Notify immediate supervisor when the transition is complete. I   

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Obtain performance appraisal from supervisor. I   

95. Report to the Training Unit upon completion of training 
assignment. I   

96. Make return travel arrangements. I   

97. Prepare the final travel voucher. I   

98. Return accountable property to the Accountable Property Office 
(APO). I   

99. Submit the final timesheet, appraisal form, and travel voucher. I   

100. Check out with the ADD. I   

101. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Acquisitions Contracting Specialist (CRSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Acquisitions Contracting Specialist (CRSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Acquisitions Contracting Specialist (CRSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Acquisitions Procurement Unit Leader (PROC) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any organizational adjustments if necessary. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

34. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

35. Share current information with co-workers and immediate 
supervisor. D-3   

36. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Attend scheduled briefings as required. D-3   

38. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 
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39. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

40. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

42. Hold personnel accountable for the execution of assigned tasks. D-3   

43. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

44. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

45. Request additional resources or release surplus resources. D-3   

46. Address logistical problems that subordinates report. D-3   

47. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

48. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

49. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

50. Keep assigned personnel informed of changes. D-3   

51. Notify immediate supervisor of unit personnel status changes when 
they occur. D-3   
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52. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

54. Explain how the unit’s assignments fit into the context of the 
bigger picture. D-3   

55. Establish work assignments and set priorities. D-3   

56. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

57. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

58. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

59. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 
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60. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

61. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

62. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

63. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

64. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

66. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

67. Exhibit appropriate public stewardship of taxpayer dollars. I   

68. Ensure that all procurement unit personnel complete annual ethics 
training requirements. I   

69. Ensure that all procurement unit personnel complete and submit 
the Confidential Financial Disclosure Report (Office of 
Government Ethics Form 450) annually. 

I 
  

70. Ensure that all procurement unit personnel comply with the 
Procurement Integrity Act. I   

    

Behavior/Activity: Manage Procurement Unit activities 

Competency: Leadership (C16); Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Establish the procurement function for the supported organization. D-3   

72. Meet with the Logistics Section to establish a dialogue and specify 
procedures. D-3   
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73. Assist the Procurement Unit specialists as necessary. D-3   

74. Coordinate with the Acquisition Business Specialist on 
Procurement Unit priorities. D-3   

75. Monitor requirements and the extent of competition. D-3   

76. Review plans for source selection. D-3   

77. Monitor the preparation of solicitations and all applicable 
presolicitation file documentation. D-3   

78. Monitor the processes used to solicit offers. D-3   

79. Oversee the evaluations of proposals to ensure that they are 
performed according to the terms and conditions of the solicitation. D-3   

80. Monitor the selection of offers and execution of awards. D-3   

81. Monitor that work is initiated under the contracts in a timely 
manner. D-3   

82. Monitor the implementation of contracts and contractor 
performance. D-3   

83. Oversee and perform the procurement closeout process. D-3   

84. Oversee the use of purchase card transactions made by the 
Procurement Unit. D-3   

85. Oversee that procurement activities, decisions, and correspondence 
are documented properly. D-3   

86. Ensure that Federal Procurement Data System – Next Generation 
(FPDS-NG) entries are entered timely and accurately. D-3   

87. Ensure Automated Acquisition Management System (AAMS) data 
is entered in a current and accurate manner. D-3   

88. Review and manage the work of the Contracting Manager. D-3   

    

Behavior/Activity: Monitor payments to the contractors 

Competency: Leadership (C16); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Ensure that contract specialists are managing contractor finance 
arrangements. D-3   

90. Ensure that the Contracting Officer’s Technical Representatives 
(COTRs)/Project Officers are managing the invoice process 
properly, and elevate problems when necessary. 

D-3 
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91. Ensure that the Finance/Admin Section Chief Delegation of 
Signature Authority list for the acceptance of goods and services is 
accurately maintained. 

D-3 
  

    

Behavior/Activity: Provide procurement advice, guidance, and information to co-workers, customers, and/or 
other interested parties 

Competency: Customer Focus (C6); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Provide technical guidance to co-workers and requesting offices 
(i.e., customers) regarding procurement methods and strategies. D-3   

• Advise the Finance/Admin Section Chief on the use of a credit card 
versus a contract 

• Advise the programmatic organizational elements on whether to buy or 
lease goods 

   

93. Communicate the impact of changes in program operations on 
current and future acquisition authorities. D-3   

• Response phase 
• Recovery phase 

   

94. Elevate unresolved contractual issues to appropriate the 
management level(s). D-3   

95. Manage written responses to formal inquiries regarding 
procurement actions in coordination with the External Affairs 
Officer and Office of the Chief Procurement Officer (OCPO) at 
Headquarters. 

D-3 
  

96. Provide verbal or written responses to informal requests for 
information about procurement actions. D-3   

97. Ensure that up-to-date contractor source lists are maintained. D-3   

98. Maintain regular communications with the Regional Contract 
Specialist to identify contract vehicles available for use in the 
region and contracts already in place. 

D-3 
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Behavior/Activity: Manage Procurement Unit staff 

Competency: Leadership (C16); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

99. Assign tasks and establish priorities for staff members to balance 
the workload. D-3   

100. Evaluate the procurement workload and forecast future needs to 
ensure that appropriate staffing is assigned to the unit. D-3   

101. Coordinate personnel requests with the Cadre Manager (and/or 
Finance and Admin Section Chief) for staff deployments, rotations, 
and releases. 

D-3 
  

102. Complete task book assessment records and discuss the results 
with staff members. D-3   

    

Behavior/Activity: Develop required reports 

Competency: Analysis/Reasoning (C2); Communication-Written (C5) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

103. Obtain periodic status reports from staff and others. D-3   

104. Gather information to include in the required reports by monitoring 
work progress, personal observations, and reports from staff 
members. 

D-3 
  

105. Review and approve reports that the Procurement Unit is providing 
to the Planning Section. D-3   

106. Maintain the Activity Log (ICS 214). D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

107. Negotiate the time of transition. I   

108. Provide for adequate overlap to ensure efficient transfer of duties. I   

109. Brief replacement on current situation. I   
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110. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

111. Ensure that an effective transition of duties is accomplished. I   

112. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

113. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

114. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

115. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

116. Obtain performance appraisal from supervisor. I   

117. Report to the Training Unit upon completion of training 
assignment. I   

118. Make return travel arrangements. I   

119. Prepare the final travel voucher. I   

120. Return accountable property to the Accountable Property Office 
(APO). I   

121. Submit the final timesheet, appraisal form, and travel voucher. I   

122. Check out with the ADD. I   

123. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Acquisitions Procurement Unit Leader (PROC) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Acquisitions Procurement Unit Leader (PROC) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Acquisitions Procurement Unit Leader (PROC) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Acquisitions Procurement Specialist (PRSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Incident facilities, types, and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

 

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   

23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

 

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Assist in conducting procurement activities. 

Competency: Researching Information (C21); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Log in and track FEMA Forms 143-0-1 (Requisitions for Supplies, 
Equipment and/or Services) and 40-1 (Requisition and 
Commitment for Services and Supplies). 

D-3 
  

28. Identify and collect market data. D-3   

29. Conduct telephone and web research. D-3   

• Federal Acquisition Regulations (FAR) and FEMA policies and 
procedures. 

• Wage determinations information 
• Availability of items through required sources (Ability One Program 

and interagency sources) 
• U.S. General Services Administration (GSA) sources 
• Small Business Administration (SBA) program information 

   

30. Establish and maintain procurement electronic and hard-copy files, 
records, and logs. D-3   

31. Follow proper procedures for safeguarding the security and 
confidentiality of materials and information. D-3   

32. Perform mathematical functions using calculators and 
spreadsheets. D-3   

33. Verify the accuracy of numerical information in documents. D-3   

34. Provide administrative support for the completion of procurement 
packages. D-3   

35. Refer vendors to the Central Contractor Registry (CCR) for 
registration. D-3   

36. Communicate invoice procedures to vendors. D-3   

37. Collect financial information from new vendors if necessary. D-3   

38. Research the status of invoices and other transactions. D-3   

39. Follow up on past due invoices. D-3   
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Behavior/Activity: Perform general administrative support services. 

Competency: Attention to Detail (C3); Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Maintain effective communications on behalf of the unit leader, 
managers, and specialists. D-3   

41. Answer phone calls, take messages, and refer inquiries to 
appropriate staff. D-3   

42. Review outgoing correspondence and documentation for format, 
grammar, and punctuation, and correct typographical errors for 
consistency with FEMA/DHS guidelines. 

D-3 
  

43. Establish and maintain the office filing system and incorporate key 
documents, logs, financial files, records, and all pertinent 
information. 

D-3 
  

44. Coordinate and schedule meetings. D-3   

45. Develop an action-item log and follow up with staff members to 
ensure that various commitments are satisfied. D-3   

46. Perform appropriate document distribution. D-3   

47. Coordinate with the Logistics Section to obtain needed supplies. 
and equipment for the Procurement Unit. D-3   

48. Perform typing and use standard office automation applications. D-3   

49. Collect and organize data for reports. D-3   

50. Provide administrative support to ensure the completion of 
timesheets, rotations/scheduling of staff, and attendance at required 
training. 

D-3 
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Obtain the time of transition from immediate supervisor. I   

52. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

53. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Obtain performance appraisal from supervisor. I   

55. Report to the Training Unit upon completion of training 
assignment. I   

56. Make return travel arrangements. I   

57. Prepare the final travel voucher. I   

58. Return accountable property to the Accountable Property Office 
(APO). I   

59. Submit the final timesheet, appraisal form, and travel voucher. I   

60. Check out with the ADD. I   

61. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 

  



ACQUISITIONS PROCUREMENT SPECIALIST (PRSP) 21 November 2011, Revised 

14 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Evaluation Record 

 
TRAINEE NAME 

ACQUISITIONS PROCUREMENT SPECIALIST (PRSP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

ACQUISITIONS PROCUREMENT SPECIALIST (PRSP) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Acquisitions Procurement Specialist (PRSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 31 March 2011  

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

ADR Advisor (ADAD) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

An Evaluator’s Guide is available at (insert location such as the share drive).  This guide provides 
performance indicator examples for the evaluator’s use when assessing the trainee’s performance and 
determining if an employee has satisfactorily performed each of the tasks listed in a PTB.  The 
competency listed in the PTB under each behavior/activity contains a reference number that links to the 
Evaluator’s Guide.  For example, listed below is a sample behavior/activity and competency listed in a 
PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. D-3   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. D-3   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” D-3   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. D-3   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. D-3   

6. Report to the Training Unit to check in as a trainee. D-3   

7. Obtain additional job-required equipment or supplies. D-3   

• Computer 
• Desk phone 
• Blackberry 
• Handheld GPS, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 
• Property Pass 
• IPass 
• Lockable filing cabinet 
• Shredder 

   

8. Identify appropriate office and meeting space conducive to 
maintaining confidentiality as required by law. D-3   

• Coordinate with immediate supervisor 
• Coordinate with Logistics Facilities Unit Leader 
• Acoustic isolation 
• Private space to hold mediations or meetings of four to six people 
• Outside the flow of workplace traffic 

   

9. Establish contact information. D-3   

• Ensure contact information is included in Incident Action Plan (IAP) 
• Ensure contact information is included in incident telephone directory 
• Ensure contact information is included in all-hands email list 
• Create an email signature per standard operating procedure 
• Create a voice message 

   

10. Access and review the Alternative Dispute Resolution (ADR) Field 
Manual. D-3   

• Review electronic field folder for updates    

11. Check in with the Automated Deployment Database (ADD). D-3   
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Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Obtain information relevant to your assignment. D-3   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

13. Obtain initial direction from your immediate supervisor concerning 
your assignment. D-3   

• Current priorities 
• Incident objectives 
• Strategies 

   

14. Identify topics, issues, and concerns of potential relevance to your 
assignment. D-3   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Demonstrate appropriate level of ICS knowledge. D-3   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

16. Use common terminology. D-3   

17. Maintain appropriate span of control. D-3   

18. Maintain unity of command. D-3   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

20. Recognize and communicate potentially hazardous situations. D-3   

21. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

22. Verify that special precautions are taken when hazards exist. D-3   

23. Use personal protective equipment (PPE) when issued. D-3   

24. Safeguard property and equipment. D-3   

25. Provide current information for the call-down roster. D-3   

26. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that the organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

28. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

29. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

30. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 
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31. Make any organizational adjustments if necessary. D-3   

32. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

33. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Demonstrate professional and appropriate verbal communication 
consistently. D-3   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

35. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

36. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

37. Share current information with co-workers and immediate 
supervisor. D-3   

38. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Attend scheduled briefings as required. D-3   

40. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

41. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

42. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

44. Hold personnel accountable for the execution of assigned tasks. D-3   

45. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

46. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

47. Request additional resources or release surplus resources. D-3   

48. Address logistical problems that subordinates report. D-3   
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49. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

50. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

51. Ensure that work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

52. Keep assigned personnel informed of changes. D-3   

53. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

54. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

56. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

57. Establish work assignments and set priorities. D-3   

58. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 
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59. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

60. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

61. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

62. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

63. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

64. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

65. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

66. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

68. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

69. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Take measures to safeguard confidentiality 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Read cadre guidance on ADR confidentiality. E   

• Administrative Dispute Resolution Act confidentiality 
• Note-taking 
• Sexual harassment 
• Working with attorneys 
• Working with Equal Rights Office (ERO) 
• Outside presentations and publications 

   

71. Comply with the confidentiality requirements under the Federal 
Administrative Dispute Resolution Act. D-3   

• Avoid e-mail 
• Create no record 
• Shred notes 
• Verify that no identifying information is entered into the ADR database 

   

72. Disclose the confidentiality protections and limitations to all 
parties pursuant to cadre confidentiality guidance standard 
operating procedure. 

D-3 
  

73. Comply with Privacy Act practices. D-3   

    

Behavior/Activity: Provide prompt, expert means of resolving disputes 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Read and explain the principles of embedded ADR. E   

• Keep everyone happy with ADR 
• Reduce the drama 
• “Don’t carry the water” 
• Always on duty 
• Be friendly without being friends 
• Stay in your lane 
• Program ADR is always by request and with permission 
• Avoid even the appearance of advocacy or representation 
• Facilitate—don’t own, fix, or investigate a problem 
• Situational awareness always includes the chain of command 
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75. Ensure Command and General Staff remain satisfied with ADR. D-3   

• Use your skills, including active listening, reframing, nonjudgmental 
attitude, and acceptance of differing views to help develop ongoing 
rapport with all staff 

   

76. Build a reputation for neutrality. D-3   

77. Conduct an initial and ongoing needs assessment to identify and 
prioritize areas that could benefit from dispute resolution services. D-3   

• Consult with cadre manager as needed    

78. Provide advice and consultation on ADR to the Command and 
General Staff. D-3   

79. Provide advice and assistance to supervisors and employees for 
using ADR. D-3   

• Act as an information and consultation resource for others 
• Calm and slow down conflict situations 

   

80. Conduct a thorough and sensitive intake of each client. D-3   

• Use open-ended questions and reflective listening to gain a full 
understanding of the situation 

• Ensure the client feels heard and empowered to participate in the 
resolution before discussing options and next steps 

• Get client permission for next steps and to share any information 
• Explain confidentiality and exceptions to client 

   

81. Provide appropriate ADR services per standard operating 
procedure. D-3   

• Consultation 
• Conflict coaching for staff 
• Mediation and facilitated conversations 
• Facilitation 
• Training as an intervention 

   

82. Consult with cadre management about chain of command and 
other considerations when outside the scope of primary focus on 
workplace interpersonal conflict resolution. 

D-3 
  

• When a work unit is involved 
• When external issues arise, such as those involving citizens, disaster 

survivors, state staff, and other external partners only after consultation 
with the ADR Cadre Manager 

• When programmatic issues arise, such as delivery of FEMA services 
(e.g., housing and benefit issues), only on the request of the program 
officials, with the concurrence of the full chain of command, and after 
consultation with the ADR Cadre Manager 
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83. Follow established procedures for working on cases that involve 
Equal Employment Opportunity (EEO) issues and/or coordination 
with the Equal Rights Specialists, and stay current with changes in 
such procedures. 

D-3 
  

• Ensure that clients with EEO issues are advised of the 45-day time 
limit—from the date of the incident—in which to contact Equal Rights 

• Clarify with clients whether they have already contacted Equal Rights 
about their workplace issue and get their permission to discuss with 
Equal Rights 

   

84. Use conflict resolution best practices in your conduct with other 
cadre members. D-3   

• Ensure professional and collaborative relationships within the cadre 
• Model ideal cadre relationships for other cadres 
• Develop confidence in the skills and professionalism of the ADR cadre 

for others who may make referrals, become clients, or request ADR 
deployment to the disaster in the future 

   

    

Behavior/Activity: Promote conflict prevention through training 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Conduct training in conflict resolution-related topics. D-3   

• As requested by Joint Field Office managers, supervisors, or training 
leads 

• Coordinate with the Training Unit 
• Customize off-the-shelf material in consultation with the training lead 

   

86. Provide participants with a training evaluation and send electronic 
summary to the cadre managers. D-3   

87. Provide ADR briefings. D-3   

• Include ADR services in JFO orientation 
• Conduct briefing 

   

88. Access appropriate ADR-related training materials. D-3   

• ADR field folders 
• Emergency Management Institute (EMI) Docushare 
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Behavior/Activity: Coordinate and disseminate ADR information and provide outreach 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Attend meetings as appropriate. D-3   

• Command and General staff  
• Operations Tactics  
• Planning  
• Functional/program meetings 

   

90. Distribute ADR information on a regular basis. D-3   

• Tips on such topics as conflict prevention and conflict resolution 
• Employee Guide to ADR 
• Brochures 
• Quotations 
• Follow JFO procedures for sending all-hands communications 

   

91. Coordinate with, accept referrals from, and establish working 
relationships with key contacts. D-3   

• Legal, Safety, Security, Human Resources, Equal Rights, External 
Affairs, Operations Section, and others 

   

    

Behavior/Activity: Develop required reports and plans. 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Evaluate and monitor the current situation and advise the ADR 
Cadre Manager and immediate supervisor regarding the need to 
change the ADR staffing plan. 

D-3 
  

93. Provide immediate supervisor with a weekly activity summary on 
all ADR activities including cases, training, and other activities. E   

94. Enter statistics into the ADR Statistics Database by close of 
business Tuesday. D-3   

• ADR and training data     
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

95. Negotiate the time of transition. D-3   

96. Provide for adequate overlap to ensure efficient transfer of duties. D-3   

97. Brief replacement on current situation. D-3   

98. Ensure that appropriate information is up-to-date. D-3   

• Accurate 
• Special issues/concerns 

   

99. Ensure that an effective transition of duties is accomplished. D-3   

100. Notify immediate supervisor when transition is complete. D-3   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

101. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

102. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

103. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

104. Obtain performance appraisal from supervisor. D-3   

105. Report to the Training Unit upon completion of training 
assignment. D-3   

106. Make return travel arrangements. D-3   

107. Prepare the final travel voucher. D-3   

108. Provide alternative contact information. D-3   

• Create “Out-of-Office” email auto-reply per standard operating 
procedure 

• Create telephone voice mail 

   

109. Return accountable property to the Accountable Property Office 
(APO). D-3   

110. Submit final timesheet, appraisal form, and travel voucher. D-3   

111. Check out with the Automated Deployment Database (ADD). D-3   

112. Check out with the IT Service Manager in the Communication 
Unit. D-3   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

ADR Advisor (ADAD) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

ADR Advisor (ADAD) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

ADR Advisor (ADAD) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 
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Air Mission Group Supervisor (AMGS) 
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Official’s Name, Title, HQ/Region 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. E   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” E   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. E   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. E   

6. Obtain agency identification (badge) or other government-issued 
identifications. E   
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7. Obtain additional job-required equipment or supplies. E   

• Computer 
• Cellular, desk phone, satellite phone, radio, etc. 
• Handheld GPS, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). E   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. E   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 
• Obtain current Incident Action Plan (IAP), if available 
• Obtain schedule of appropriate meetings or conference calls 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. E   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current state and local 

priorities 
• Reporting requirements of the branches (essential elements of 

information [EEI]) 

   

11. Identify topics, issues and concerns of potential relevance to your 
assignment. E   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Determine if the organizational structure is appropriate based on 
supervisor’s direction. E   

• Incident objectives 
• Coordination needs at the division level 
• Coordination needs at the state and local level 

   

13. Ensure that the organizational structure is ICS compliant. E   

• Span of control 
• Proper ICS positions 

   

14. Ensure that subordinates are qualified to perform assigned 
positions. E   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

15. Discuss findings and recommendations with immediate supervisor. E   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

16. Make any necessary organizational adjustments. E   

17. Keep immediate supervisor and assigned personnel informed of 
organizational changes. E   

18. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. E   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate appropriate level of ICS knowledge. E   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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20. Use common terminology. E   

21. Maintain appropriate span of control. E   

22. Maintain unity of command. E   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Attend scheduled Briefings as required (may be via conference 
call). E   

24. Conduct the Operations briefing for group personnel in person 
and/or remotely (e.g., conference call) and check for 
understanding. 

E 
  

• Discuss special safety considerations or hazards situations 
• Incident facilities, types, and location 
• Review the incident objectives 
• Review the current situation 
• Brief the Task Force Leaders, Crew Leaders, assigned managers, and 

group supervisors on their assignments 
• Discuss special safety considerations or situations 
• Brief on changes to the approved IAP if necessary 

   

25. Debrief your immediate staff at the end of the operational period to 
gather information. E   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

26. Brief immediate supervisor on results of debriefings. E   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Demonstrate professional and appropriate verbal communication 
consistently. E   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

28. Demonstrate professional and appropriate non-verbal 
communication consistently. E   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

29. Establish and maintain positive interpersonal and interagency 
working relationships. E   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

30. Ask clarifying questions to ensure accurate understanding of 
directions. E   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

31. Share current information with co-workers and immediate 
supervisor. E   

32. Be an effective team player. E   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
• Share relevant information and/or developments with coworkers, as 

necessary 
• Explain decisions, conclusions, findings, or recommendations to the 

appropriate person or group 
• Use plain English 
• Well-organized 
• Audience appropriate 
• Clear and concise 
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Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Coordinate with the program’s Branch Director to prepare for the 
Operations Tactics meeting. E   

34. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. E   

35. Ensure that task descriptions provide clear, concise direction and 
performance expectations that support the incident objectives. E   

36. Ensure that accurate operational information is included on the ICS 
215. E   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

37. Attend the Operations Tactics meeting if requested. E   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Provide for the safety, security, welfare, and accountability of 
subordinates. E   

39. Recognize and communicate potentially hazardous situations. E   

40. Develop and communicate emergency procedures consistent with 
the safety security plans. E   

41. Verify that special precautions are taken when hazards exist. E   

42. Use personal protective equipment (PPE) when issued. E   

43. Safeguard property and equipment. E   

44. Provide current information for the call-down roster. E   

45. Maintain the integrity of the call-down roster of subordinates. E   

46. Notify the Safety Officer of any accidents. E   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. E   

48. Hold personnel accountable for the execution of assigned tasks. E   

49. Delegate specific authority based on the assigned tasks to assigned 
specialists. E   

50. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. E   

51. Consult with affected program areas on plans to re-task resources 
with the division, based on local operational requirements. E   

52. Request additional resources or release surplus resources. E   

53. Address logistical problems that subordinates report. E   

54. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. E   

55. Gather and analyze information to validate each subordinate’s 
report of accomplishments. E   

56. Ensure that the work completed is consistent with direction and 
policy. E   

• Immediate supervisor’s direction 
• FEMA policies 

   

57. Keep assigned personnel informed of changes. E   

58. Notify immediate supervisor of unit personnel status changes when 
they occur. E   

59. Make recommendations for next operational period to immediate 
supervisor. E   

60. Collaborate with the state in encouraging and supporting local 
incident action planning. E   

61. Foster teamwork and emphasize a unified approach. E   
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Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Ensure that local officials are receiving the necessary information 
and support in accordance with the Stafford Act. E   

63. Ensure that FEMA is hearing the concerns of local officials. E   

64. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. E   

65. Identify and promptly resolve disagreements, issues, and 
misunderstandings. E   

66. Share critical information, tactics, and contingency plans with 
state, tribal, and local officials. E   

67. Take early action to mitigate or resolve coordination issues. E   

68. Collaborate with the state in encouraging and supporting local 
incident action planning. E   

69. Foster teamwork and emphasize a unified approach. E   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. E   

71. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

E 
  

72. Cultivate professional relationships with coworkers and others to 
exchange information and work effectively. E   

73. Represent FEMA in a professional manner when working with 
internal and external parties. E   

74. Exhibit appropriate public stewardship of taxpayer dollars. E   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Exhibit principles of duty, integrity, and respect. E   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

76. Explain how the unit’s assignments fit into the context of the 
bigger picture. E   

77. Establish work assignments and set priorities. E   

78. Establish and communicate basic work guidelines. E   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

79. Keep subordinates informed of decisions, actions, and changes that 
affect them. E   

80. Provide continuous feedback on performance. E   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

81. Ensure that personnel receive needed training and coaching. E   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

82. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. E   

83. Prepare and discuss formal performance evaluations with 
subordinates. E   
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84. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. E   

85. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. E   

    

Behavior/Activity: Coordinate, communicate, and disseminate relevant operational information 

Competency: Knowledge of Federal/State/Local Aviation Regulations, Laws, & Guidelines (T1); 
Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

86. Obtain periodic status reports as needed. E   

87. Coordinate and consult with other Air Operations Branch 
supervisors to accomplish mission requests. E   

88. Coordinate with the Joint Field Office (JFO) Planning Section for 
planning support and information sharing. E   

89. Participate in the operational briefing at the beginning of each new 
operational period as directed. E   

90. Brief staff and interagency representatives on the following 
elements, as required: E   

• Plans and procedures (Daily Air Operations Plan, Communication 
Procedures, Flight-Following Procedures, Aircraft Check-In 
Procedures, etc.) 

• Airspace coordination (special airspace restrictions) 
• Aircraft priorities 
• Current situation update and weather 
• Reporting of out-of-service aircraft 
• Safety issues and concerns 
• Emergency and incident reporting (SAFECOM) 
• Administrative procedures 

   

91. Ensure the efficient use of frequencies with Air Operations 
personnel. E   
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Behavior/Activity: Maintain full situational awareness of all aviation operations 

Competency: Knowledge of Federal/State/Local Aviation Regulations, Laws, & Guidelines (T1); 
Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Represent Air Operations at tactics and planning meetings as 
needed. E   

93. Approve deviations from planned aviation operations, crew 
availability, and supporting facilities, as well as limiting factors, 
for decision making. 

E 
  

94. Monitor the funding levels of mission assignments. E   

95. Maintain Activity Log (ICS 214) and document all possible after-
action items. E   

    
Behavior/Activity: Source alternatives for additional aviation and ground support mission sets 

Competency: Knowledge of Federal/State/Local Aviation Regulations, Laws, & Guidelines (T1); 
Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

96. Review Action Request Forms (ARFs), requisitions for supplies, 
equipment and/or services and other contractual documents to 
support aviation operations. 

E 
  

97. Approve requests to other organizations if needed. E   

• Other federal agencies 
• ESFs 
• FEMA-contracted support 
• Private sector organizations 

   

    
Behavior/Activity: Coordinate interagency aviation resources 

Competency: Implement Workplace Safety (C10); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

98. Identify and immediately act on hazardous situations to incident 
aircraft such as the following—doing so in coordination with the 
Air Safety Specialist and agencies’ safety specialists: 

E 
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• Inadequate communications 
• Hazards (towers, power lines, wires, etc.) 
• Potential for or changes in weather (excessive winds or turbulence, 

limited visibility, severe weather, thunderstorms, frontal systems, etc.) 

   

99. Ensure all aviation incidents/accidents are reported to the Air 
Safety Specialist. E   

100. Monitor current materials for incoming personnel and interagency 
partners, including the following: E   

• Communications Plan 
• Sectional chart of assigned area 
• Current Air Operations Plan 
• Required maps and charts 

   

Behavior/Activity: Support contingency planning based on potential scenarios identified by the Planning 
Section 

Competency: Incident Action Planning (C11); Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

101. Coordinate with the Planning Section on options available for 
identified scenarios. E   

102. Review specific plans with appropriate staff (mass evacuation, 
continuity of operations [COOP], etc.). E   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organization (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

103. Negotiate the time of transition. E   

104. Provide for adequate overlap to ensure efficient transfer of duties. E   

105. Brief replacement on current situation. E   

106. Ensure that appropriate information is up-to-date. E   

• Accurate 
• Special issues/concerns 

   

107. Ensure that an effective transition of duties is accomplished. E   

108. Notify immediate supervisor when the transition is complete. E   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organization (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

109. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. E   

110. Submit appropriate current, accurate, and complete records to 
immediate supervisor. E   

111. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. E   

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

112. Obtain performance appraisal from supervisor. E   

113. Report to the Training Unit upon completion of training 
assignment. E   

114. Make return travel arrangements. E   

115. Prepare the final travel voucher. E   

116. Return accountable property to Accountable Property Office 
(APO). E   

117. Submit final timesheet, appraisal form, and travel voucher. E   

118. Check out with the Automated Deployment Database (ADD). E   

119. Check out with the IT Service Manager in the Communication 
Unit. E   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Air Mission Group Supervisor (AMGS) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Air Mission Group Supervisor (AMGS) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Air Mission Group Supervisor (AMGS) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Air Mission Coordination Manager (AMMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. E   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” E   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. E   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. E   

6. Report to the Training Unit to check in as a trainee. E   
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7. Obtain additional job-required equipment or supplies. E   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). E   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. E   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. E   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. E   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Determine if the organizational structure is appropriate based on 
supervisor’s direction. E   
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13. Ensure that the organizational structure is ICS compliant. E   

• Span of control 
• Proper ICS positions 

   

14. Ensure that direct report staff are qualified to perform assigned 
positions. E   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

15. Discuss findings and recommendations with immediate supervisor. E   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

16. Make any necessary organizational adjustments. E   

17. Keep immediate supervisor and assigned personnel informed of 
organizational changes. E   

18. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. E   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate appropriate level of ICS knowledge. E   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

20. Use common terminology. E   

21. Maintain appropriate span of control. E   

22. Maintain unity of command. E   
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Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Attend scheduled briefings as required. E   

24. Brief subordinates on information relevant to their assignments and 
check for understanding. E   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

25. Debrief your immediate staff at the end of the operational period to 
gather information. E   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

26. Brief immediate supervisor on results of debriefings. E   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Demonstrate professional and appropriate verbal communication 
consistently. E   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

28. Demonstrate professional and appropriate non-verbal 
communication consistently. E   

• Practice active listening 
• Eye contact 
• Appropriate body language 
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29. Ask clarifying questions to ensure accurate understanding of 
directions. E   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

30. Share current information with co-workers and immediate 
supervisor. E   

31. Be an effective team player. E   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. E   

33. Hold personnel accountable for the execution of assigned tasks. E   

34. Delegate specific authority based on the assigned tasks to assigned 
specialists. E   

35. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. E   

36. Request additional resources or release surplus resources. E   

37. Address logistical problems that subordinates report. E   

38. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. E   

39. Gather and analyze information to validate each subordinate’s 
report of accomplishments. E   

40. Ensure that the work completed is consistent with direction and 
policy. E   

• Immediate supervisor’s direction 
• FEMA policies 

   

41. Keep assigned personnel informed of changes. E   
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42. Notify immediate supervisor of personnel status changes when 
they occur. E   

43. Make recommendations for next operational period to immediate 
supervisor. E   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Provide for the safety, security, welfare, and accountability of 
subordinates. E   

45. Recognize and communicate potentially hazardous situations. E   

46. Develop and communicate emergency procedures consistent with 
the safety security plans. E   

47. Verify that special precautions are taken when hazards exist. E   

48. Use personal protective equipment (PPE) when issued. E   

49. Safeguard property and equipment. E   

50. Provide current information for the call-down roster. E   

51. Maintain the integrity of the call-down roster of subordinates. E   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. E   

53. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

E 
  

54. Exhibit appropriate public stewardship of taxpayer dollars. E   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Exhibit principles of duty, integrity, and respect. E   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

56. Explain each subordinate’s assignments in the context of the 
bigger picture. E   

57. Establish work assignments and set priorities. E   

58. Establish and communicate basic work guidelines. E   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

59. Keep subordinates informed of decisions, actions, and changes that 
affect them. E   

60. Provide continuous feedback on performance. E   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

61. Ensure that personnel receive needed training and coaching. E   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

62. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. E   

63. Prepare and discuss formal performance evaluations with 
subordinates. E   
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64. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. E   

65. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. E   

66. Monitor employee performance to assess the need for possible rest 
or rotation. E   

 

Behavior/Activity: Maintain full situational awareness of all aviation operations 

Competency: Knowledge of Federal/State/Local Aviation Regulations, Laws, & Guidelines (T1); 
Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Represent Air Operations at tactics and planning meetings as 
directed. E   

68. Validate deviations from planned aviation operations, crew 
availability, and supporting facilities, as well as limiting factors, 
for decision making. 

E 
  

    

Behavior/Activity: Source alternatives for additional aviation and ground support mission sets 

Competency: Decision Making & Judgment (C7); Attention to Detail (C3) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

69. Identify mission requests that are beyond the ability of current 
assets. E   

70. Prepare requests to other organizations, if needed. E   

• Other federal agencies 
• ESFs 
• FEMA-contracted support 
• Private sector organizations 
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Behavior/Activity: Coordinate interagency aviation resources 
Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Report all aviation incidents/accidents to the Air Safety Specialist 
and immediate supervisor. E   

72. Maintain and display current materials for incoming personnel and 
interagency partners, including the following: E   

• Communications Plan 
• Sectional chart of assigned area 
• Current Air Operations Plan 
• Required maps and charts 

   

    

Behavior/Activity: Monitor the status of incident aviation resources 

Competency: Knowledge of Federal/State/Local Aviation Regulations, Laws, & Guidelines (T1); 
Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Monitor status board/roster of all aviation resources containing the 
following forms: E   

• Incident Organization Chart (ICS 207) 
• Air Operations Summary Worksheet (ICS 220) 
• Activity Log (ICS 214) 
• Incident Radio Communications Plan (ICS 205) 
• Branch personnel directory 

   

74. Provide aviation resource information to immediate supervisor. E   

75. Support flight operations decision-making concerning projected 
requirements, acquisitions, development, and use of aviation 
resources in the operation. 

E 
  

76. Respond to requests for information about aviation facilities. E   

77. Attend incident operational briefings as directed. E   
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Behavior/Activity: Maintain oversight of ongoing operations and airspace management 

Competency: Knowledge of Federal/State/Local Aviation Regulations, Laws, & Guidelines (T1); 
Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

78. Monitor the plan for current flight operations. E   

• Temporary Flight Restriction (TFR) status 
• Special Use Airspace (SUA) 
• Notice to Airmen (NOTAM) 

   

79. Monitor emergency response procedures when an overdue aircraft 
is identified. E   

80. Author ARFs, requisitions for supplies, equipment, and/or 
services, and other contractual documents, to support aviation 
operations for immediate supervisor. 

E 
  

81. Review approved mission assignments (MA). E   

82. Review daily results of MA tasks. E   

    

Behavior/Activity: Coordinate aviation missions in accordance with airspace restrictions and the agency-
specific Air Tasking Order (ATO) 

Competency: Knowledge of Federal/State/Local Aviation Regulations, Laws, & Guidelines (T1); 
Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

83. Develop the airspace coordination plan for managing the airspace 
in conjunction with the Federal Aviation Administration (FAA). E   

84. Coordinate and prioritize air mission activities based on the 
Incident Action Plan, job aids, and current manuals. E   

85. Determine, in coordination with other functional areas and 
organizations, the appropriate aviation assets to accomplish the 
mission. 

E 
  

86. Review ARFs, requisitions for supplies, equipment and/or services, 
and other contractual documents to support aviation operations. E   

87. Track sorties and update mission accomplishments. E   

88. Identify excess aviation assets for possible demobilization. E   
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Behavior/Activity: Coordinate, communicate, and disseminate relevant operational information 

Competency: Knowledge of Federal/State/Local Aviation Regulations, Laws, & Guidelines (T1); 
Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Obtain periodic status reports as needed. E   

90. Inform your immediate supervisor when the Incident Action Plan 
needs modification, additional resources are needed, surplus 
resources are available, or hazardous situations or significant 
events occur. 

E 
  

91. Brief and debrief specialists on such topics as the following: E   

• Missions and priorities 
• Crew and aircraft assignments 
• Radio frequency assignments 
• Weather forecast 
• Organization assignments 
• Safety considerations 
• TFR(s) 

   

92. Coordinate efficient use of frequencies with air operations 
personnel. E   

    

Behavior/Activity: Confirm the suitability of all airfields in the area of operation 

Competency: Knowledge of Airport Operations & Management Guidelines (T2); Manage & Organize 
Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

93. Ensure coordination with FAA and primary state aviation 
regulatory agency regarding airport status. E   

94. Review potential facilities and aircraft parking areas for response 
use. E   

• Ramps 
• Helispot/helibase 
• Hangars 
• Jetways 
• Fueling capability 
• Crew accommodations 
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Behavior/Activity: Ensure continuity of operations during the transition of duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

95. Negotiate the time of transition. E   

96. Provide for adequate overlap to ensure the efficient transfer of 
duties. E   

97. Brief replacement on current situation. E   

98. Ensure that appropriate information is up-to-date. E   

• Accurate 
• Special issues/concerns 

   

99. Ensure that an effective transition of duties is accomplished. E   

100. Notify immediate supervisor when the transition is complete. E   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

101. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. E   

102. Submit appropriate current, accurate, and complete records to 
immediate supervisor. E   

103. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. E   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

104. Obtain performance appraisal from supervisor. E   

105. Report to the Training Unit upon completion of training 
assignment. E   

106. Make return travel arrangements. E   

107. Prepare the final travel voucher. E   

108. Return accountable property to the Accountable Property Office 
(APO). E   

109. Submit final timesheet, appraisal form, and travel voucher. E   

110. Check out with the Automated Deployment Database (ADD). E   

111. Check out with the IT Service Manager in the Communication 
Unit. E   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Air Mission Coordination Manager (AMMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Air Mission Coordination Manager (AMMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Air Mission Coordination Manager (AMMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Air Operations Branch Director (AOBD) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed during the first 72 hours of 
the assignment in a personal go-kit. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Position job aids if available 

   

2. Obtain information prior to deployment. E   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to “Common Responsibilities” (Chapter 2, 
IMH). E   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. E   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. E   

6. Report to the Training Unit to check in as a trainee. E   
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7. Obtain additional job-required equipment or supplies. E   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). E   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain situational information relevant to your assignment. E   

• Resources currently assigned to branch 
• Resources en route and/or ordered for branch 
• Incident facilities, types, and location 
• Incident objectives 
• Political issues and sensitivities 
• Staging areas, camps, area field offices and other incident facilities 
• Information from other personnel responsible for the branch or area of 

responsibility prior to your arrival, if applicable 
• Review FEMA/state agreement if approved 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. E   

• Current priorities 
• Incident objectives 
• Strategies 
• Current state and local priorities 

   

11. Identify issues and concerns of potential relevance to your 
assignment. E   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Determine if the organizational structure is appropriate. E   

• Incident objectives and immediate supervisor direction 
• Emergency Support Functions (ESFs) assigned 
• Coordination needs at the state and local level 

   

13. Ensure that the organizational structure is ICS compliant. E   

• Span of control 
• Unity of command 
• Proper ICS positions 

   

14. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned. E   

• Location and status of assigned resources 
• Resource identifier, if assigned (e.g., Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

15. Check to ensure subordinates are qualified to perform assigned 
positions. E   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

16. Discuss findings and recommendations with immediate supervisor 
as necessary. E   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs, if applicable 

   

17. Make any necessary organizational adjustments. E   

18. Keep immediate supervisor and assigned personnel informed of 
organizational changes. E   

19. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. E   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS forms. E   

21. Maintain appropriate span of control. E   

22. Use common terminology. E   

23. Maintain unity of command. E   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend scheduled briefings as required. E   

25. Brief your direct report staff on the details of the branch’s support 
to the IAP following the Operations briefing. E   

• Remind direct report staff that all supervisory personnel need to be 
briefed 

• Ensure that assignments are clear and provide additional information 
needed 

• Discuss special safety considerations or situations 

   

26. Debrief your immediate staff at the end of the operational period to 
gather information. E   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

27. Brief immediate supervisor on results of debriefings. E   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Demonstrate professional and appropriate verbal communication 
consistently. E   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

29. Demonstrate professional and appropriate non-verbal 
communication consistently. E   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

30. Establish and maintain positive interpersonal and interagency 
working relationships. E   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

31. Ask clarifying questions to ensure accurate understanding of 
directions. E   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

32. Share current information with co-workers and immediate 
supervisor. E   

33. Be an effective team player. E   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

34. Keep Command and General Staff informed. E   

• Current information 
• Significant changes 
• Significant decision and actions 

   

35. Provide the Situation Unit Leader with branch information for the 
situation report (Sitrep). E   
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Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Participate in the preparation of incident plans. E   

• Strategic Plan 
• Functional plans 
• Demobilization Plan 
• Evacuation Plan (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

37. Solicit input from appropriate branch personnel during the plan 
development and provide them an opportunity to review the draft 
document. 

E 
  

    

Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Anticipate the branch’s support to Operations for the next 
operational period. E   

39. Determine branch support capabilities based on anticipated needs. E   

40. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. E   

41. Write task descriptions providing clear, concise direction, and 
performance expectations that support the incident objectives. E   

42. Ensure that accurate operational information is included on the ICS 
215. E   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 
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43. Ensure the branch’s participation in the Operations Tactics meeting 
when the branch’s support is required. E   

• Discuss with the Operations Section Chief (OSC) if the branch’s 
attendance is required 

• Identify additional branch resources needed to support the next 
operational-period plan 

• If shortfalls exist, communicate them to the OSC 

   

44. Verify that additional resources identified on the ICS 215 for the 
branch/group at the Tactics meeting have been ordered. E   

45. Attend the Command and General Staff planning meeting. E   

• Review the IAP 
• Recommend corrections/adjustments to the IAP 

   

    
Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. E   

47. Hold personnel accountable for the execution of assigned tasks. E   

48. Delegate specific authority based on the assigned tasks to assigned 
specialists. E   

49. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. E   

50. Request additional resources or release surplus resources. E   

51. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. E   

52. Gather and analyze information to validate each subordinate’s 
report of accomplishments. E   

53. Ensure that the work completed is consistent with direction, policy, 
and incident objectives. E   

• Immediate supervisor’s direction 
• FEMA policies 

   

54. Keep assigned personnel informed of changes. E   

55. Notify Resource Unit Leader of all resource status changes when 
they occur. E   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1);Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Provide for the safety, welfare, and accountability of all branch 
personnel. E   

57. Recognize potentially hazardous situations. E   

58. Communicate potentially hazardous situations. E   

59. Use personal protective equipment (PPE) as issued. E   

60. Safeguard property and equipment. E   

61. Provide current information for the call-down roster. E   

62. Maintain the integrity of the call-down roster. E   

63. Verify that special precautions are taken when hazards exist. E   

64. Develop and communicate emergency procedures consistent with 
the safety and security plans. E   

65. Notify the Safety Officer of any accidents. E   

    

Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

66. Ensure that local officials are receiving the necessary information 
and support in accordance with the Stafford Act. E   

67. Ensure that FEMA is hearing the concerns of local officials. E   

68. Ensure that you are receiving the necessary support and 
information from state and local officials to fulfill your mission. E   

69. Coordinate with other federal agencies (OFAs) operating under 
their own authority regarding: E   

• Potential conflicts 
• Duplication of effort 
• Communications 

   

70. Identify and promptly resolve disagreements, issues, and 
misunderstandings. E   
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71. Share critical information, tactics, and contingency plans with 
state, tribal, and local officials. E   

72. Take early action to mitigate or resolve coordination issues. E   

73. Collaborate with the state in encouraging and supporting local 
incident action planning. E   

74. Foster teamwork and emphasize a unified approach. E   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. E   

76. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

E 
  

77. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. E   

78. Represent FEMA in a professional manner when working with 
internal and external parties. E   

79. Exhibit appropriate public stewardship of taxpayer dollars. E   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

80. Exhibit principles of duty, integrity, and respect. E   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

81. Show subordinates how their assignments support the overall 
management of the incident. E   

82. Establish work assignments and set priorities. E   

83. Take corrective action when problems arise. E   

84. Establish and communicate basic work guidelines. E   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

85. Keep subordinates informed of decisions, actions, and changes that 
affect them. E   

86. Provide continuous feedback on performance. E   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

87. Ensure that personnel receive needed training and coaching. E   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

88. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. E   

89. Prepare and discuss formal performance evaluations. E   



21 November 2011, Revised AIR OPERATIONS BRANCH DIRECTOR (AOBD) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 15 

90. Create a work environment that provides mutual respect and equal 
opportunity for branch personnel. E   

91. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. E   

92. Monitor employee performance to assess the need for possible rest 
or rotation. E   

93. Write performance appraisals and discuss the results with direct 
report staff. E   

    

Behavior/Activity: Establish Air Operations Branch requirements to meet incident strategies and objectives 

Competency: Incident Action Planning  (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Acquire current situational awareness on damage assessment data. E   

95. Establish a plan for meeting immediate air response needs based 
on state requests or federal operational support. E   

96. Identify Air Operations Branch staffing requirements for 
accomplishing current operations and incident objectives for the 
next operational period. 

E 
  

97. Provide input for work assignments. E   

• ICS 215 
• Air Operations Summary Worksheet (ICS 220) 
• Air Operations Plan 
• Special Instructions (SPINS) 

   

98. Attend and participate in tactics and planning meetings. E   

99. Coordinate with state, tribal, and local agencies to ensure 
integrated aviation operations. E   
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Behavior/Activity: Direct Air Operations Branch resources 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

100. Brief and assign Air Operations Branch personnel in accordance 
with the Incident Action Plan/Incident Support Plan. E   

101. Delegate specific authority based on the assigned tasks to 
individuals, groups, and units. E   

102. Assess workload and request the appropriate numbers and types of 
resources. E   

103. Approve orders for supplies, services, equipment, and other 
support needs with the Logistics Section. E   

104. Obtain and allocate resources. E   

• Group Supervisors 
• Incident Management Assistance Teams (IMATs) 
• Additional Air Operations Branch (AOBD) locations 
• Area command 
• Incident Management Teams (IMTs) 

   

105. Resolve logistical conflicts and shortfalls reported by subordinates. E   

106. Verify mission assignments, requisitions for supplies, equipment 
and/or services, and other contractual documents. E   

    

Behavior/Activity: Coordinate federal aviation response activities 

Competency: Knowledge of Federal/State/Local Aviation Regulations, Laws, and Guidelines (T1); 
Knowledge of Airport Operations and Management Guidelines (T2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

107. Coordinate federal aviation operations in compliance with Federal 
Aviation Regulations and standard operating procedures. E   

108. Coordinate with agency/ESF representatives from federal, state, 
local, and tribal departments as well as nongovernmental 
organizations in the Air Operations Branch to develop a common 
operating picture. 

E 
  

109. Coordinate with the Federal Aviation Administration (FAA) to 
establish a Temporary Flight Restriction (TFR) in the incident 
area. 

E 
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110. Obtain the Incident Action Plan/Incident Support Plan to determine 
the locations for assigned resources. E   

• Airports 
• Ramps 
• Helispot/helibase 
• Hangars 

   

111. Maintain situational awareness of all aviation activity within the 
incident area. E   

112. Implement aviation activities consistent with overall incident 
objectives. E   

113. Maintain situational awareness of aviation resources in the incident 
area. E   

• Facilities 
• Staffing 
• Ground equipment 
• Aircraft 

   

114. Assist in providing advice and guidance in evaluating, interpreting, 
and/or developing operational and preparedness plans. E   

115. Validate Action Request Forms (ARFs) for the Operations Section 
Chief to fill aviation resource shortages. E   

116. Resolve conflicting aviation priorities and assign response 
resources as appropriate. E   

117. Approve appropriate aviation resource invoices for payment. E   

118. Coordinate with Air Safety Specialist to identify flight safety 
issues. E   

119. Verify that contact has been established with the military regarding 
Special Use Airspace (SUA) or military training routes and 
Military Operating Areas (MOA) in proximity to the incident. 

E 
  

120. Approve ICS 220 for the next operational period and provide to the 
Planning Section staff. E   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

121. Negotiate the time of transfer. E   

122. Provide for adequate overlap to ensure the efficient transfer of 
duties. E   
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123. Brief replacement on current situation. E   

124. Ensure that appropriate information is up-to-date. E   

125. Ensure that an effective transfer of duties is accomplished. E   

 

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

126. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. E   

127. Ensure that closeout records are current, accurate, and complete. E   

128. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. E   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

129. Obtain performance appraisal from supervisor. E   

130. Report to the Training Unit upon completion of training 
assignment. E   

131. Make return travel arrangements. E   

132. Prepare the final travel voucher. E   

133. Return accountable property to the Accountable Property Office 
(APO). E   

134. Submit final timesheet, appraisal form, and travel voucher. E   

135. Check out with the Automated Deployment Database (ADD). E   

136. Check out with the IT Service Manager in the Communication 
Unit. E   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Air Operations Branch Director (AOBD) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 



21 November 2011, Revised AIR OPERATIONS BRANCH DIRECTOR (AOBD) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 21 

Evaluation Record 

 
TRAINEE NAME 

Air Operations Branch Director (AOBD) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Air Operations Branch Director (AOBD) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Air Mission Specialist (ARSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. E   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” E   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. E   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. E   

6. Report to the Training Unit to check in as a trainee. E   

7. Obtain additional job-required equipment or supplies. E   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). E   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. E   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. E   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. E   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. E   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. E   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior  

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Demonstrate professional and appropriate verbal communication 
consistently. E   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

15. Demonstrate professional and appropriate non-verbal 
communication consistently. E   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

16. Ask clarifying questions to ensure accurate understanding of 
directions. E   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

17. Share current information with co-workers and immediate 
supervisor. E   
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18. Be an effective team player. E   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Recognize potentially hazardous situations and report them to 
immediate supervisor. E   

20. Advise co-workers of potentially hazardous situations where 
appropriate. E   

21. Use personal protective equipment (PPE) when issued. E   

22. Safeguard property and equipment. E   

23. Provide current information for the call-down roster. E   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. E   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

E 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. E   
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Behavior/Activity: Collect, compile, and disseminate status of incident aviation resources 

Competency: Knowledge of Federal/State/Local Aviation Regulations, Laws, & Guidelines (T1); 
Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Maintain status board/roster of all aviation resources by using the 
following forms: E   

• Incident Organization Chart (ICS 207) 
• Air Operations Summary Worksheet (ICS 220) 
• Activity Log (ICS 214) 
• Incident Radio Communications Plan (ICS 205) 
• Branch personnel directory 

   

28. Provide aviation resource information to immediate supervisor. E   

29. Support flight operations decision-making concerning projected 
requirements, acquisitions, development, and use of aviation 
resources in the operation. 

E 
  

30. Respond to requests for information about aviation facilities. E   

31. Attend incident operational briefings as directed. E   

    

Behavior/Activity: Assist with ongoing operations and airspace management 

Competency: Knowledge of Federal/State/Local  Aviation Regulations, Laws, &Guidelines (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Monitor the plan for current flight operations. E   

• Temporary Flight Restriction (TFR) status 
• Special Use Airspace (SUA) 
• Notice to Airmen (NOTAM) 

   

33. Monitor emergency response procedures when an overdue aircraft 
is identified. E   

34. Compile daily results of mission assignment (MA) tasks. E   
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Obtain the time of transition from immediate supervisor. E   

36. Identify appropriate information needed for transition of duties. E   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

37. Notify immediate supervisor when transition is complete. E   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Obtain performance appraisal from supervisor. E   

39. Report to the Training Unit upon completion of training 
assignment. E   

40. Make return travel arrangements. E   

41. Prepare the final travel voucher. E   

42. Return accountable property to the Accountable Property Office 
(APO). E   

43. Submit final timesheet, appraisal form, and travel voucher. E   

44. Check out with the Automated Deployment Database (ADD). E   

45. Check out with the IT Service Manager in the Communication 
Unit. E   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Air Mission Specialist (ARSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Air Mission Specialist (ARSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Air Mission Specialist (ARSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Aviation Support Group Supervisor (ASGS) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. E   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” E   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. E   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. E   

6. Obtain agency identification (badge) or other government-issued 
identifications. E   
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7. Obtain additional job-required equipment or supplies. E   

• Computer 
• Cellular, desk phone, satellite phone, radio, etc. 
• Handheld GPS, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). E   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. E   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 
• Obtain current Incident Action Plan (IAP), if available 
• Obtain schedule of appropriate meetings or conference calls 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. E   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current state and local 

priorities 
• Reporting requirements of the branches (essential elements of 

information [EEI]) 

   

11. Identify topics, issues and concerns of potential relevance to your 
assignment. E   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Determine if the organizational structure is appropriate based on 
supervisor’s direction. E   

• Incident objectives 
• Coordination needs at the division level 
• Coordination needs at the state and local level 

   

13. Ensure that the organizational structure is ICS compliant. E   

• Span of control 
• Proper ICS positions 

   

14. Ensure that subordinates are qualified to perform assigned 
positions. E   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

15. Discuss findings and recommendations with immediate supervisor. E   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

16. Make any necessary organizational adjustments. E   

17. Keep immediate supervisor and assigned personnel informed of 
organizational changes. E   

18. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. E   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate appropriate level of ICS knowledge. E   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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20. Use common terminology. E   

21. Maintain appropriate span of control. E   

22. Maintain unity of command. E   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Attend scheduled Briefings as required (may be via conference 
call). E   

24. Conduct the Operations briefing for group personnel in person 
and/or remotely (e.g., conference call) and check for 
understanding. 

E 
  

• Discuss special safety considerations or hazards situations 
• Incident facilities, types, and location 
• Review the incident objectives 
• Review the current situation 
• Brief the Task Force Leaders, Crew Leaders, assigned managers, and 

group supervisors on their assignments 
• Discuss special safety considerations or situations 
• Brief on changes to the approved IAP if necessary 

   

25. Debrief your immediate staff at the end of the operational period to 
gather information. E   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

26. Brief immediate supervisor on results of debriefings. E   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Demonstrate professional and appropriate verbal communication 
consistently. E   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

28. Demonstrate professional and appropriate non-verbal 
communication consistently. E   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

29. Establish and maintain positive interpersonal and interagency 
working relationships. E   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

30. Ask clarifying questions to ensure accurate understanding of 
directions. E   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

31. Share current information with co-workers and immediate 
supervisor. E   

32. Be an effective team player. E   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
• Share relevant information and/or developments with coworkers, as 

necessary 
• Explain decisions, conclusions, findings, or recommendations to the 

appropriate person or group 
• Use plain English 
• Well-organized 
• Audience appropriate 
• Clear and concise 
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Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Coordinate with immediate supervisor to prepare for the 
Operations Tactics meeting. E   

34. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. E   

35. Ensure that task descriptions provide clear, concise direction and 
performance expectations that support the incident objectives. E   

36. Ensure that accurate operational information is included on the ICS 
215. E   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

37. Attend the Operations Tactics meeting if requested. E   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Provide for the safety, security, welfare, and accountability of 
subordinates. E   

39. Recognize and communicate potentially hazardous situations. E   

40. Develop and communicate emergency procedures consistent with 
the safety security plans. E   

41. Verify that special precautions are taken when hazards exist. E   

42. Use personal protective equipment (PPE) when issued. E   

43. Safeguard property and equipment. E   

44. Provide current information for the call-down roster. E   

45. Maintain the integrity of the call-down roster of subordinates. E   

46. Notify the Safety Officer of any accidents. E   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. E   

48. Hold personnel accountable for the execution of assigned tasks. E   

49. Delegate specific authority based on the assigned tasks to assigned 
specialists. E   

50. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. E   

51. Consult with affected program areas on plans to re-task resources 
with the division, based on local operational requirements. E   

52. Request additional resources or release surplus resources. E   

53. Address logistical problems that subordinates report. E   

54. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. E   

55. Gather and analyze information to validate each subordinate’s 
report of accomplishments. E   

56. Ensure that the work completed is consistent with direction and 
policy. E   

• Immediate supervisor’s direction 
• FEMA policies 

   

57. Keep assigned personnel informed of changes. E   

58. Notify immediate supervisor of unit personnel status changes when 
they occur. E   

59. Make recommendations for next operational period to immediate 
supervisor. E   

60. Collaborate with the state in encouraging and supporting local 
incident action planning. E   

61. Foster teamwork and emphasize a unified approach. E   
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Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Ensure that local officials are receiving the necessary information 
and support in accordance with the Stafford Act. E   

63. Ensure that FEMA is hearing the concerns of local officials. E   

64. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. E   

65. Identify and promptly resolve disagreements, issues, and 
misunderstandings. E   

66. Share critical information, tactics, and contingency plans with 
state, tribal, and local officials. E   

67. Take early action to mitigate or resolve coordination issues. E   

68. Collaborate with the state in encouraging and supporting local 
incident action planning. E   

69. Foster teamwork and emphasize a unified approach. E   

    
Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. E   

71. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

E 
  

72. Cultivate professional relationships with coworkers and others to 
exchange information and work effectively. E   

73. Represent FEMA in a professional manner when working with 
internal and external parties. E   

74. Exhibit appropriate public stewardship of taxpayer dollars. E   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Exhibit principles of duty, integrity, and respect. E   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

76. Explain how the unit’s assignments fit into the context of the 
bigger picture. E   

77. Establish work assignments and set priorities. E   

78. Establish and communicate basic work guidelines. E   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

79. Keep subordinates informed of decisions, actions, and changes that 
affect them. E   

80. Provide continuous feedback on performance. E   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

81. Ensure that personnel receive needed training and coaching. E   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

82. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. E   

83. Prepare and discuss formal performance evaluations with 
subordinates. E   
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84. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. E   

85. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. E   

    

Behavior/Activity: Supervise Aviation Support Group operations 

Competency: Manage Resources (C19); Knowledge of Airport Operations & Management Guidelines 
(T2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

86. Coordinate the location of aviation facilities with federal, state, 
local, and tribal partners. E   

87. Determine support requirements for equipment, feeding, sanitation, 
billeting, communications, and security. E   

88. Procure or establish all ground support functions necessary to 
ensure the success of proposed Air Operations Branch missions. E   

89. Coordinate with FEMA Logistics regarding receipts for 
commodities, equipment, and other supplies distributed and 
received at aviation facilities. 

E 
  

90. Obtain current information on availability and status of aviation 
resources assigned or ordered for the incident. E   

91. Determine from Logistics or the Contracting Officer’s Technical 
Representative (COTR) if a use/lease agreement is required. E   

92. Review Action Request Forms (ARFs), requisitions for supplies, 
equipment and/or services and other contractual documents to 
support aviation operations. 

E 
  

93. Assist the Air Operations Branch Director and Air Mission Group 
Supervisor in the development of the Aviation Communications 
Plan. 

E 
  

94. Assess the need for additional aviation operational sites and 
facilities. E   

95. Maintain situational awareness of Air Operations Branch activities. E   
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Behavior/Activity: Manage Aviation Support Group resources 

Competency: Manage Resources (C19); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

96. Brief and assign Aviation Support Group personnel in accordance 
with the Incident Action Plan/Incident Support Plan. E   

97. Delegate specific authority based on the assigned tasks to 
specialists. E   

98. Assess the workload and request the appropriate staffing. E   

99. Monitor the estimated time of arrival (ETA) of aircraft or 
equipment, to ensure support upon arrival. E   

100. Coordinate with the Logistics Section for any additional support 
needs. E   

101. Monitor compliance with regulatory and safety requirements 
relevant to aviation ground operations. E   

102. Report all aviation incidents/accidents to the Air Safety Specialist. E   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

103. Negotiate the time of transition. E   

104. Provide for adequate overlap to ensure efficient transfer of duties. E   

105. Brief replacement on current situation. E   

106. Ensure that appropriate information is up-to-date. E   

• Accurate 
• Special issues/concerns 

   

107. Ensure that an effective transition of duties is accomplished. E   

108. Notify immediate supervisor when the transition is complete. E   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

109. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. E   

110. Submit appropriate current, accurate, and complete records to 
immediate supervisor. E   

111. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. E   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

112. Obtain performance appraisal from supervisor. E   

113. Report to the Training Unit upon completion of training 
assignment. E   

114. Make return travel arrangements. E   

115. Prepare the final travel voucher. E   

116. Return accountable property to Accountable Property Office 
(APO). E   

117. Submit final timesheet, appraisal form, and travel voucher. E   

118. Check out with the Automated Deployment Database (ADD). E   

119. Check out with the IT Service Manager in the Communication 
Unit. E   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Aviation Support Group Supervisor (ASGS) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Aviation Support Group Supervisor (ASGS) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Aviation Support Group Supervisor (ASGS) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Aviation Support Manager (ASMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  



21 November 2011, Revised AVIATION SUPPORT MANAGER (ASMG) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 3 

 

1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. E   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” E   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. E   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. E   

6. Report to the Training Unit to check in as a trainee. E   
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7. Obtain additional job-required equipment or supplies. E   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). E   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. E   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. E   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. E   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Determine if the organizational structure is appropriate based on 
supervisor’s direction. E   

13. Ensure that the organizational structure is ICS compliant. E   

• Span of control 
• Proper ICS positions 
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14. Ensure that direct report staff are qualified to perform assigned 
positions. E   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

15. Discuss findings and recommendations with immediate supervisor. E   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

16. Make any necessary organizational adjustments. E   

17. Keep immediate supervisor and assigned personnel informed of 
organizational changes. E   

18. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. E   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate appropriate level of ICS knowledge. E   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

20. Use common terminology. E   

21. Maintain appropriate span of control. E   

22. Maintain unity of command. E   
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Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Attend scheduled briefings as required. E   

24. Brief subordinates on information relevant to their assignments and 
check for understanding. E   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

25. Debrief your immediate staff at the end of the operational period to 
gather information. E   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

26. Brief immediate supervisor on results of debriefings. E   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Demonstrate professional and appropriate verbal communication 
consistently. E   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

28. Demonstrate professional and appropriate non-verbal 
communication consistently. E   

• Practice active listening 
• Eye contact 
• Appropriate body language 
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29. Ask clarifying questions to ensure accurate understanding of 
directions. E   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

30. Share current information with co-workers and immediate 
supervisor. E   

31. Be an effective team player. E   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. E   

33. Hold personnel accountable for the execution of assigned tasks. E   

34. Delegate specific authority based on the assigned tasks to assigned 
specialists. E   

35. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. E   

36. Request additional resources or release surplus resources. E   

37. Address logistical problems that subordinates report. E   

38. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. E   

39. Gather and analyze information to validate each subordinate’s 
report of accomplishments. E   

40. Ensure that the work completed is consistent with direction and 
policy. E   

• Immediate supervisor’s direction 
• FEMA policies 

   

41. Keep assigned personnel informed of changes. E   
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42. Notify immediate supervisor of personnel status changes when 
they occur. E   

43. Make recommendations for next operational period to immediate 
supervisor. E   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Provide for the safety, security, welfare, and accountability of 
subordinates. E   

45. Recognize and communicate potentially hazardous situations. E   

46. Develop and communicate emergency procedures consistent with 
the safety security plans. E   

47. Verify that special precautions are taken when hazards exist. E   

48. Use personal protective equipment (PPE) when issued. E   

49. Safeguard property and equipment. E   

50. Provide current information for the call-down roster. E   

51. Maintain the integrity of the call-down roster of subordinates. E   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. E   

53. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

E 
  

54. Exhibit appropriate public stewardship of taxpayer dollars. E   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Exhibit principles of duty, integrity, and respect. E   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

56. Explain each subordinate’s assignments in the context of the 
bigger picture. E   

57. Establish work assignments and set priorities. E   

58. Establish and communicate basic work guidelines. E   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

59. Keep subordinates informed of decisions, actions, and changes that 
affect them. E   

60. Provide continuous feedback on performance. E   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

61. Ensure that personnel receive needed training and coaching. E   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

62. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. E   

63. Prepare and discuss formal performance evaluations with 
subordinates. E   
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64. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. E   

65. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. E   

66. Monitor employee performance to assess the need for possible rest 
or rotation. E   

    

Behavior/Activity: Confirm the suitability of all airfields in the area of operation 

Competency: Knowledge of Airport Operations & Management Guidelines (T2); Manage & Organize 
Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Coordinate with the Federal Aviation Administration (FAA) and 
the primary state aviation regulatory agency regarding airport 
status. 

E 
  

68. Identify potential facilities and aircraft parking areas for response 
use. E   

• Ramps 
• Helispot/helibase 
• Hangars 
• Jetways 
• Fueling capability 
• Crew accommodations 

   

69. Maintain a current listing of the status of identified aviation 
facilities. E   

    

Behavior/Activity: Coordinate aviation support facilities 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Review the aviation bases and other aviation facilities with federal, 
state, local, and tribal partners as these facilities relate to the 
ongoing incident. 

E 
  

71. Determine support requirements for equipment, feeding, billeting, 
sanitation, communications, and security. E   

72. Coordinate with the immediate supervisor to maintain adequate 
facility support functions necessary to enable the Air Operations 

E   
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Branch. 

73. Coordinate with Communications and Information Technology 
Units to ensure an aviation communications capability. E   

• Telephone service 
• Internet service 

   

74. Coordinate with the Medical Unit for medevac preparation and 
response. E   

75. Plan and coordinate the demobilization of equipment and the 
release of facilities under contract or agreement when such 
equipment or facilities are no longer needed. 

E 
  

76. Complete required documentation, including but not limited to the 
following: E   

• Cost summaries for aviation support services equipment (fuel tenders, 
other rental equipment, etc.) 

• Aviation support services personnel time 
• Nongovernment equipment usage 
• Potential claims 

   

    

Behavior/Activity: Provide logistical support for aviation services 

Competency: Knowledge of Airport Operations & Management Guidelines (T2); Manage Resources 
(C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

77. Coordinate the procurement of services to support aviation 
operations (fuel, equipment, services, ground support operations, 
etc.). 

E 
  

78. Obtain and issue receipts for the transfer of property such as 
equipment and other supplies distributed and received at aviation 
facilities. 

E 
  

79. Assess the need for ground support at designated facilities. E   

    

Behavior/Activity: Review all ground support capability requirements 

Competency: Knowledge of Airport Operations & Management Guidelines (T2); Manage Resources 
(C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

80. Validate all ground handling equipment requests. E   

81. Validate ground personnel requests to support operations. E   
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82. Validate any ground resource or personnel shortfalls for proposed 
missions. E   

83. Author Action Request Forms (ARFs), requisitions for supplies, 
equipment and/or services and other contractual documents to 
support aviation operations for immediate supervisor. 

E 
  

84. Monitor fueling operations. E   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Negotiate the time of transition. E   

86. Provide for adequate overlap to ensure the efficient transfer of 
duties. E   

87. Brief replacement on current situation. E   

88. Ensure that appropriate information is up-to-date. E   

• Accurate 
• Special issues/concerns 

   

89. Ensure that an effective transition of duties is accomplished. E   

90. Notify immediate supervisor when the transition is complete. E   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. E   

92. Submit appropriate current, accurate, and complete records to 
immediate supervisor. E   

93. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. E   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Obtain performance appraisal from supervisor. E   

95. Report to the Training Unit upon completion of training 
assignment. E   

96. Make return travel arrangements. E   

97. Prepare the final travel voucher. E   

98. Return accountable property to the Accountable Property Office 
(APO). E   

99. Submit final timesheet, appraisal form, and travel voucher. E   

100. Check out with the Automated Deployment Database (ADD). E   

101. Check out with the IT Service Manager in the Communication 
Unit. E   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Aviation Support Manager (ASMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Aviation Support Manager (ASMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Aviation Support Manager (ASMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Aviation Support Specialist (AVSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. E   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” E   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. E   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. E   

6. Report to the Training Unit to check in as a trainee. E   
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7. Obtain additional job-required equipment or supplies. E   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). E   

    
Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 

your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. E   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. E   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. E   

    
Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. E   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. E   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior  

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Demonstrate professional and appropriate verbal communication 
consistently. E   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

15. Demonstrate professional and appropriate non-verbal 
communication consistently. E   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

16. Ask clarifying questions to ensure accurate understanding of 
directions. E   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

17. Share current information with co-workers and immediate 
supervisor. E   

18. Be an effective team player. E   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Recognize potentially hazardous situations and report them to 
immediate supervisor. E   

20. Advise co-workers of potentially hazardous situations where 
appropriate. E   
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21. Use personal protective equipment (PPE) when issued. E   

22. Safeguard property and equipment. E   

23. Provide current information for the call-down roster. E   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. E   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

E 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. E   

    

Behavior/Activity: Confirm the suitability of all airfields in the area of operation 

Competency: Knowledge of Airport Operations & Management Guidelines (T2); Manage & Organize 
Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Coordinate with the Federal Aviation Administration (FAA) and 
the primary state aviation regulatory agency regarding airport 
status. 

E 
  

28. Identify potential facilities and aircraft parking areas for response 
use. E   

• Ramps 
• Helispot/helibase 
• Hangars 
• Jetways 
• Fueling capability 
• Crew accommodations 

   

29. Maintain a current listing of the status of identified aviation 
facilities. E   
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Behavior/Activity: Determine ground support suitability at identified airports 

Competency: Knowledge of Airport Operations & Management  Guidelines (T2); Manage Resources 
(C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Identify to immediate supervisor the ground handling equipment 
requirements. E   

• Belt loaders 
• Baggage carts 
• Tow bars 
• Tugs 
• Air stairs 
• Ground power units (GPUs) 
• Air conditioners 
• Forklifts 
• K-loaders 
• Portable lighting 
• Passenger transportation 

   

31. Identify to immediate supervisor the ground personnel 
requirements to support operations. E   

• Aircraft marshallers 
• Baggage handlers 
• Manifesting personnel 
• Screeners 
• Qualified equipment operators 
• Evacuation processing personnel 

   

32. Identify to immediate supervisor any ground resource or personnel 
shortfall for proposed missions. E   

    

Behavior/Activity: Develop the fueling plan for review and approval by immediate supervisor 

Competency: Knowledge of Airport Operations & Management  Guidelines (T2); Analysis/Reasoning 
(C2)  

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Obtain the fueling site location from the Aviation Support Group 
Supervisor. E   

34. Develop the fueling schedule based on operational requirements. E   

• Hours of operations 
• Number and types of aviation resources and ground support equipment 

requiring fuel 
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35. Develop inventory requirements. E   

• Consumption rate 
• 24-hour inventory 

   

36. Develop reporting requirements. E   

37. Incorporate fueling operations safety requirements and standards. E   

• Occupational Safety and Health Administration (OSHA) compliant 
• State law and local ordinances 
• Hazardous materials (HAZMAT) compliant 

   

    

Behavior/Activity: Monitor fueling operations according to the fueling plan 

Competency: Manage & Organize Information (C18); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Monitor and enforce fueling operations safety requirements and 
standards. E   

• OSHA compliant 
• State law and local ordinances 
• HAZMAT compliant 

   

39. Respond to requests for fueling as required. E   

• Visual signals 
• Verbal communication 
• Written request 
• Contractor oversight 

   

40. Perform accurate record keeping. E   

• Fuel logs 
• Receiving reports 
• Daily status reports 
• Spot reports 

   

41. Execute work stoppage when unsafe work conditions are observed. E   

• Spills 
• Grounding 
• Open flame 
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Obtain the time of transition from immediate supervisor. E   

43. Identify appropriate information needed for transition of duties. E   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

44. Notify immediate supervisor when transition is complete. E   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Obtain performance appraisal from supervisor. E   

46. Report to the Training Unit upon completion of training 
assignment. E   

47. Make return travel arrangements. E   

48. Prepare the final travel voucher. E   

49. Return accountable property to the Accountable Property Office 
(APO). E   

50. Submit final timesheet, appraisal form, and travel voucher. E   

51. Check out with the Automated Deployment Database (ADD). E   

52. Check out with the IT Service Manager in the Communication 
Unit. E   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Aviation Support Specialist (AVSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Aviation Support Specialist (AVSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Aviation Support Specialist (AVSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Air Safety Specialist (SFSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. E   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” E   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. E   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. E   

6. Report to the Training Unit to check in as a trainee. E   
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7. Obtain additional job-required equipment or supplies. E   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). E   

    
Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 

your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. E   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. E   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. E   

    
Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. E   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. E   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior  

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Demonstrate professional and appropriate verbal communication 
consistently. E   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

15. Demonstrate professional and appropriate non-verbal 
communication consistently. E   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

16. Ask clarifying questions to ensure accurate understanding of 
directions. E   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

17. Share current information with co-workers and immediate 
supervisor. E   

18. Be an effective team player. E   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Recognize potentially hazardous situations and report them to 
immediate supervisor. E   

20. Advise co-workers of potentially hazardous situations where 
appropriate. E   
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21. Use personal protective equipment (PPE) when issued. E   

22. Safeguard property and equipment. E   

23. Provide current information for the call-down roster. E   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. E   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

E 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. E   

    

Behavior/Activity: Develop and implement the Incident Safety Plan 

Competency: Implement Workplace Safety (C10); Knowledge of Federal/State/Local Aviation 
Regulations, Laws, & Guidelines (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Establish safety priorities concerning aviation that reflect the 
incident objectives. E   

28. Review the agency/Emergency Support Function (ESF)-specific 
Aviation Safety Plans. E   

• Obtain Material Safety Data Sheets (MSDSs) as applicable 
• Identify and post local medical facilities (hospital, urgent care facility, 

etc.) and services that are available near aviation operations 

   

29. Participate in aviation safety briefings. E   

30. Exercise emergency authority to prevent or stop incident staff from 
performing unsafe acts. E   
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31. Develop an incident standard operating procedure (SOP) for 
potential aviation mishap investigation process. E   

• Checklist 
• Current contact numbers 
• Identify participants for FEMA-directed aviation accident investigation 

if needed 
• Include procedures for acquiring relevant information about an accident 

for use concerning future mission assignments 

   

32. Prepare and distribute aviation safety awareness messages. E   

• Safety-grams 
• Bulletins 

   

33. Prepare and present aviation safety orientation and briefings as 
necessary. E   

    

Behavior/Activity: Coordinate with the participating agency’s aviation safety managers for the inspections, 
surveys, and audits to identify safety issues 

Competency: Implement Workplace Safety (C10); Knowledge of Federal/State/Local Aviation 
Regulations, Laws, & Guidelines (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Coordinate inspections of all temporary and permanent aviation 
facilities from which operations will be conducted. E   

• Report to appropriate representative any corrective action taken    

35. Respond to concerns and complaints about Air Operations Branch 
staff safety and/or health. E   

36. Coordinate with other agencies regarding all regulatory and safety 
requirements relevant to aviation operations. E   

• Represent the Air Operations Branch Director to assist other agencies 
with safety investigations 

   

37. Identify and report, in coordination with the Air Mission Group 
Supervisor, any hazardous situations to incident aircraft operators, 
including but not limited to the following: 

E 
  

• Inadequate communications 
• Hazards (towers, power lines, wires, snags, etc.) 
• Actual or potential changes in weather (thunderstorms, frontal systems) 
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Behavior/Activity: Coordinate, communicate, and report information 

Competency: Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Participate, when available, in operational briefings at the 
beginning of each new operational period. E   

• Obtain periodic status reports from assigned personnel and others if 
applicable 

   

39. Coordinate with the Joint Field Office (JFO) Safety Officer and 
interagency representatives about aviation safety concerns. E   

40. Inform the Air Operations Branch Director and the JFO Safety 
Officer of significant hazardous situations or events. E   

41. Submit required reports to the Air Operations Branch Director, the 
JFO Safety Officer, the Regions, and/or the Federal Coordinating 
Officer (FCO) as appropriate. 

E 
  

• Safety log 
• Weekly report 
• Closeout report 

   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Obtain the time of transition from immediate supervisor. E   

43. Identify appropriate information needed for transition of duties. E   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

44. Notify immediate supervisor when transition is complete. E   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Obtain performance appraisal from supervisor. E   

46. Report to the Training Unit upon completion of training 
assignment. E   

47. Make return travel arrangements. E   

48. Prepare the final travel voucher. E   

49. Return accountable property to the Accountable Property Office 
(APO). E   

50. Submit final timesheet, appraisal form, and travel voucher. E   

51. Check out with the Automated Deployment Database (ADD). E   

52. Check out with the IT Service Manager in the Communication 
Unit. E   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Air Safety Specialist (SFSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Air Safety Specialist (SFSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Air Safety Specialist (SFSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Disaster Emergency Communications Group 
Supervisor (DEGS) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. E   

6. Obtain agency identification (badge) or other government-issued 
identifications. E   
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7. Obtain additional job-required equipment or supplies. E   

• Computer 
• Cellular, desk phone, satellite phone, radio, etc. 
• Handheld GPS, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 
• Obtain current Incident Action Plan (IAP), if available 
• Obtain schedule of appropriate meetings or conference calls 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current state and local 

priorities 
• Reporting requirements of the branches (essential elements of 

information [EEI]) 

   

11. Identify topics, issues and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

24. Notify the Safety Officer of any accidents. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

• Incident objectives 
• Coordination needs at the division level 
• Coordination needs at the state and local level 

   

26. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

27. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

28. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

29. Make any necessary organizational adjustments. D-3   

30. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

31. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

33. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

34. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

35. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

36. Share current information with co-workers and immediate 
supervisor. D-3   

37. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Coordinate with the program’s branch director to prepare for the 
Operations Tactics meeting. D-3   

39. Use the Operational Planning Worksheet (ICS 215) to develop 
tasks and identify resource assignments. D-3   

40. Ensure that task descriptions provide clear, concise direction and 
performance expectations that support the incident objectives. D-3   

41. Ensure that accurate operational information is included on the ICS 
215. D-3   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

42. Attend the Operations Tactics meeting if requested. D-3   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Attend scheduled briefings as required (possibly via conference 
call). D-3   

44. Conduct the Operations briefing for group personnel in person 
and/or remotely (e.g., conference call) and check for 
understanding. 

D-3 
  

• Discuss special safety considerations or hazards situations 
• Incident facilities, types, and location 
• Review the incident objectives 
• Review the current situation 
• Brief the task force leaders, crew leaders, assigned managers, and 

group supervisors on their assignments 
• Discuss special safety considerations or situations 
• Brief on changes to the approved IAP if necessary 
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45. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

46. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

48. Hold personnel accountable for the execution of assigned tasks. D-3   

49. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

50. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

51. Consult with affected program areas on plans to re-task resources 
with the division, based on local operational requirements. D-3   

52. Request additional resources or release surplus resources. D-3   

53. Address logistical problems that subordinates report. D-3   

54. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

55. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

56. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

57. Keep assigned personnel informed of changes. D-3   
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58. Notify immediate supervisor of unit personnel status changes when 
they occur. D-3   

59. Make recommendations for next operational period to immediate 
supervisor. D-3   

60. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

61. Foster teamwork and emphasize a unified approach. D-3   

    

Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Ensure that local officials are receiving the necessary information 
and support in accordance with the Stafford Act. D-3   

63. Ensure that FEMA is hearing the concerns of local officials. D-3   

64. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-3   

65. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

66. Share critical information, tactics, and contingency plans with 
state, tribal, and local officials. D-3   

67. Take early action to mitigate or resolve coordination issues. D-3   

68. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

69. Foster teamwork and emphasize a unified approach. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

71. Explain how the unit’s assignments fit into the context of the 
bigger picture. D-3   

72. Establish work assignments and set priorities. D-3   

73. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

74. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

75. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

76. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

77. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

78. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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79. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

80. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

82. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

83. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Provide oversight and direction for tactical communications, public safety, and restoration 
operations 

Competency: Dependability (C8); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Forward cyber-related incidents and analysis requirements to the 
National Cybersecurity and Communications Integration Center 
(NCCIC) for coordination, action, and resolution. 

E 
  

85. Identify critical communications assets in danger of failing, which 
would affect national security/emergency preparedness (NS/EP) 
services. 

E 
  

• Public safety answering points (PSAPs) 
• Central offices 
• Cellular switches/towers 
• Fiber routes 

   

86. Ensure that local communications carriers have been made aware 
of potential new calling patterns due to relocations or evacuations. E   
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Behavior/Activity: Ensure that sufficient tools and support are available to accomplish the communications 
mission 

Competency: Attention to Detail (C3); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

87. Ensure the development and maintenance of a communications 
Common Operating Picture (COP). E   

88. Approve acquisition requests for equipment, goods, or services. E   

    

Behavior/Activity: Communicate with state, tribal, local, and other federal agency officials regarding 
communications-related issues 

Competency: Communication-Verbal (C4); Customer Focus (C6) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Provide information to federal, state, tribal, local, 
nongovernmental organization (NGO), and private sector 
personnel on Disaster Emergency Communications (DEC) roles, 
capabilities, and responsibilities. 

E 
  

90. Assist the coordination between stakeholders in the incident area. E   

• Multiple service providers 
• Cross-border (tribal, state, regional, international) 

   

91. Ensure open lines of communication with stakeholders to maintain 
an operational view and effective support of state, tribal and local 
agencies. 

E 
  

• Regular updates regarding the status of problems, resolutions, and/or 
outstanding issues 

• Right participation in conference calls (National Communications 
System [NCS], other government agencies, and industry) 

• Timely inclusion in state and local status calls and updates 

   

92. Provide advice to immediate supervisor as necessary. E   

• Release of federal communications resources as soon as commercial, 
state, tribal, and local communications can support the response 

• Regional and incident area national security emergency preparedness 
communication requirements 

   

93. Notify local communications carriers of potential new calling 
patterns due to relocations or evacuations. E   
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Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials regarding 
communications-related issues 

Competency: Decision Making & Judgment (C7); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Ensure that federal communications operations do not interfere 
with other operations and requirements, as appropriate. E   

95. Prioritize conflicting requests from the state and federal agencies, 
and recommend solutions. E   

96. Share information and the COP with all communications 
stakeholders. E   

97. Coordinate the temporary restoration of the tactical infrastructure 
in response to Action Request Forms (ARFs), priorities, etc. E   

98. Ensure that telecommunications essential services providers have 
the means to restore commercial communications. E   

• As defined by the Stafford Act 
• Access 
• Security 
• Fuel 

   

99. Coordinate requests for telecommunications service priority (TSP), 
wireless service priority (WLS), and Government Emergency 
Telecommunications Service (GETS). 

E 
  

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

100. Negotiate the time of transition. I   

101. Provide for adequate overlap to ensure efficient transfer of duties. I   

102. Brief replacement on current situation. I   

103. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

104. Ensure that an effective transition of duties is accomplished. I   

105. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

106. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

107. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

108. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

109. Obtain performance appraisal from supervisor. I   

110. Report to the Training Unit upon completion of training 
assignment. I   

111. Make return travel arrangements. I   

112. Prepare the final travel voucher. I   

113. Return accountable property to the Accountable Property Office 
(APO). I   

114. Submit the final timesheet, appraisal form, and travel voucher. I   

115. Check out with the ADD. I   

116. Check out with the Information Technology Service Manager in 
the Communication Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Disaster Emergency Communications Group 
Supervisor (DEGS) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Disaster Emergency Communications Group 
Supervisor (DEGS) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Disaster Emergency Communications Group Supervisor (DEGS) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Mobile Communications Operations Vehicle Manager 
(MBMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 

  



MOBILE COMMUNICATIONS OPERATIONS VEHICLE MANAGER (MBMG) 21 November 2011, Revised 

2 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 
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27. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any organizational adjustments if necessary. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   
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35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   
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41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   



21 November 2011, Revised MOBILE COMMUNICATIONS OPERATIONS VEHICLE MANAGER (MBMG) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 11 

53. Put each subordinate’s assignments in the context of the bigger 
picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

61. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   
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65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Provide guidance in resolving functional issues 

Competency: Information Management (C13); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Coordinate with Information Technology (IT) to resolve issues. D-3   

68. Arrange for and schedule major repairs for non-mission capable 
units. D-3   

69. Replace non-mission capable units. D-3   

    

Behavior/Activity: Support mission requirements 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Participate in planning activities. D-3   

• External Support Branch 
• Individual Assistance (IA) 
• Tactics meeting 

   

71. Participate in Mobile Communications Operations Vehicle 
(MCOV) site-selection suitability. D-3   

72. Assign the MCOV to specific sites as directed. D-3   

73. Provide logistical support to MCOVs as necessary. D-3   
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Negotiate the time of transition. I   

75. Provide for adequate overlap to ensure efficient transfer of duties. I   

76. Brief replacement on current situation. I   

77. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

78. Ensure that an effective transition of duties is accomplished. I   

79. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

80. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

81. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

82. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

83. Obtain performance appraisal from supervisor. I   

84. Report to the Training Unit upon completion of training 
assignment. I   

85. Make return travel arrangements. I   

86. Prepare the final travel voucher. I   

87. Return accountable property to the Accountable Property Office 
(APO). I   

88. Submit final timesheet, appraisal form, and travel voucher. I   

89. Check out with the Automated Deployment Database (ADD). I   

90. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 
 

TRAINEE NAME 

 Mobile Communications Operations 
Vehicle Manager (MBMG) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 
 

TRAINEE NAME 

Mobile Communications Operations Vehicle 
Manager (MBMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Mobile Communications Operations Vehicle Manager 
(MBMG) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Mobile Communications Vehicle Operator (MBOP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   



MOBILE COMMUNICATIONS VEHICLE OPERATOR (MBOP) 21 November 2011, Revised 

6 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   
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23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Prepare the Mobile Communications Operations Vehicle (MCOV) and systems for 
operational deployment as directed 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Inform the MCOV Program Coordinator and Regional Liaison of 
arrival. D-3   

28. Conduct a chassis pre-trip inspection using the MCOV weekly log. D-3   

29. Establish satellite configuration and connectivity. D-3   

30. Conduct a connectivity test of the computer, printer, and fax 
machines. D-3   

31. Inventory and sign for accountable property. D-3   

32. Submit the initial MCOV status report. D-3   
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Behavior/Activity: Move the MCOV to designated location as directed 

Competency: Dependability (C8); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Determine the safest direct route. D-3   

34. Keep the MCOV Program Office and/or disaster supervisor 
apprised of travel status. D-3   

35. Operate the unit safely and in accordance with federal and state 
regulations. D-3   

    

Behavior/Activity: Set up the MCOV at designated location in support of the site manager. 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Coordinate with the site manager. D-3   

• Mission tasking 
• MCOV location 
• Floor plan 
• Equipment requirements 

   

37. Verify site suitability. D-3   

• Satellite connectivity 
• Site elevations (level and hardstand if available) 
• Length of cable runs 
• Access for refueling and maintenance 

   

38. Run cables and wiring according to MCOV guidelines. D-3   

• Shortest distance possible 
• Safety hazards 
• Neat and aesthetically pleasing 
• Foot traffic patterns 

   

39. Set up office automated data processing (ADP) equipment. D-3   

40. Conduct an MCOV orientation for appropriate site staff. D-3   

• Capabilities 
• Limitations 
• Log-on procedures 
• Safety awareness 
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Behavior/Activity: Maintain MCOV operational capabilities on site 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Ensure that ADP systems remain operational. D-3   

• Connectivity issues 
• Hardware issues 
• Software issues 

   

42. Perform/coordinate vehicle maintenance in accordance with 
established guidelines. D-3   

• Field operation guide 
• Owner/operator manual 
• Weekly log report 
• Repairs 

   

43. Conduct the transfer of property to the replacement operator. D-3   

• Joint inventory 
• Hand receipt 
• Accountable Property Office (APO) notification 

   

    

Behavior/Activity: Prepare the MCOV for retrograde and demobilization when directed 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Coordinate the replenishment of consumable and expendable 
property. D-3   

• Joint Field Office (JFO) 
• Fleet card supplies and items 

   

45. Identify and coordinate the replacement of non-mission capable 
equipment. D-3   

46. Demobilize in accordance with the MCOV Field Operating Guide 
(FOG). D-3   

• Accountable property 
• Consumable/expendable property inventory 
• Chassis maintenance 
• Satellite system maintenance 
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Obtain the time of transition from immediate supervisor. I   

48. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

49. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Obtain performance appraisal from supervisor. I   

51. Report to the Training Unit upon completion of training 
assignment. I   

52. Make return travel arrangements. I   

53. Prepare the final travel voucher. I   

54. Return accountable property to the Accountable Property Office 
(APO). I   

55. Submit final timesheet, appraisal form, and travel voucher. I   

56. Check out with the Automated Deployment Database (ADD). I   

57. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

 Mobile Communications Vehicle Operator (MBOP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Mobile Communications Vehicle Operator (MBOP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Mobile Communications Vehicle Operator (MBOP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Communications Planning Manager (PLMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

  



COMMUNICATIONS PLANNING MANAGER (PLMG) 21 November 2011, Revised 

6 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

  



21 November 2011, Revised COMMUNICATIONS PLANNING MANAGER (PLMG) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 7 

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified (Federal Communications Commission 

[FCC]/National Communications System [NCS]/National 
Telecommunications and Information Administration [NTIA]) 

   

27. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any necessary organizational adjustments. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   

35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 
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38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of personnel status changes when 
they occur. D-3   
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51. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 
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59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

61. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Develop and manage the incident communications Common Operating Picture (COP) 

Competency: Attention to Detail (C3); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Identify federal assets, their status, and vulnerabilities. E   

• Asset owners 
• Radio frequency (RF) transmitter locations, coverage, and frequencies 
• RF cross-banding devices 
• Bandwidth utilization, including satellite, terrestrial, and wireless 
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68. Identify communications-related initiatives implemented by state, 
tribal, and local governments, and nongovernmental organizations 
(NGOs). 

E 
  

• National Guard 
• Hospitals 
• First responders 
• Utility companies   

   

69. Compile and maintain the communications COP. E   

• Spreadsheets 
• Geospatial Information Systems (GIS) 
• Homeland Security Information Network (HSIN) 

   

    

Behavior/Activity: Perform tracking and reporting functions  

Competency: Communication-Written (C5); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Document in a common database or spreadsheet the following data 
from stakeholders: E   

• Point of contact (POC) information (i.e., name, phone number, e-mail 
address, organization, alternate) 

• Resources the stakeholders can contribute to resolve issues 
• Assistance the stakeholders need from the Joint Field Office 

(JFO)/Emergency Support Function (ESF) #2 Disaster Emergency 
Communications Group 

   

71. Track requests for communication services. E   

• Command & control 
• Evacuation 
• Sheltering 
• Search and rescue 
• Commodities 
• Debris removal 
• Medical 

   

72. Develop required reports. E   

• Spot reports (SPOTREPs) 
• Situation reports (SITREPs) 
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Negotiate the time of transition. I   

74. Provide for adequate overlap to ensure the efficient transfer of 
duties. I   

75. Brief replacement on current situation. I   

76. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

77. Ensure that an effective transition of duties is accomplished. I   

78. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

80. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

81. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Obtain performance appraisal from supervisor. I   

83. Report to the Training Unit upon completion of training 
assignment. I   

84. Make return travel arrangements. I   

85. Prepare the final travel voucher. I   

86. Return accountable property to the Accountable Property Office 
(APO). I   

87. Submit the final timesheet, appraisal form, and travel voucher. I   

88. Check out with the ADD. I   

89. Check out with the Information Technology (IT) Service Manager 
in the Communication Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Communications Planning Manager (PLMG) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Communications Planning Manager (PLMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Communications Planning Manager (PLMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Tactical Communications Task Force Leader (TCTL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate Forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

  



TACTICAL COMMUNICATIONS TASK FORCE LEADER (TCTL) 21 November 2011, Revised 

6 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any necessary organizational adjustments. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   

35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 
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38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
Specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 
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49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Ensure that local officials are receiving the necessary information 
and support in accordance with the Stafford Act. D-3   

53. Ensure FEMA is hearing the concerns of local officials. D-3   

54. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-3   

55. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

56. Share critical information, tactics, and contingency plans with 
state, tribal, and local officials. D-3   

57. Take early action to mitigate or resolve coordination issues. D-3   

58. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

59. Foster teamwork and emphasize a unified approach. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

60. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

61. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

62. Establish work assignments and set priorities. D-3   

63. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

64. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

65. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

66. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

67. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

68. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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69. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

70. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

71. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

73. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

74. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Provide oversight and direction for emergency communications, public safety, and 
temporary restoration operations 

Competency: Dependability (C8); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Advise immediate supervisor of emergency communications assets 
in danger of failing. E   

• Public safety answering points (PSAPs) 
• Distributed radio networks 
• State and local public safety networks 

   

76. Coordinate the temporary restoration of emergency 
communications infrastructure and systems. E   

• Situational analysis 
• Priority requirements 
• Response strategy development 
• Tasks assigned 
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Behavior/Activity: Review and compile emergency communications requirements 

Competency: Attention to Detail (C3); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

77. Compile tactical and emergency communications requirements. E   

78. Review and assess tactical and emergency communications 
requirements. E   

• Bandwidth requests 
• Action Request Forms (ARFs) 

   

79. Recommend tactical and emergency communications requirements 
to immediate supervisor. E   

    

Behavior/Activity: Coordinate the development and maintenance of a communications Common Operating 
Picture (COP) 

Competency: Attention to Detail (C3); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

80. Coordinate the development of an emergency communications 
Common Operating Picture (COP). E   

81. Review and approve the communications COP. E   

82. Monitor the status of key emergency communications resources. E   

• Mobile communications infrastructure 
• Mobile satellite systems 
• Generators 
• Prepositioned equipment program pods 

   

83. Provide the COP to your immediate supervisor. E   
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Behavior/Activity: Assess the status of tactical and emergency communications 

Competency: Analysis/Reasoning (C2); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Use the communications COP to assess the tactical and emergency 
communication networks. E   

85. Assist with the identification and prioritization of tactical and 
emergency communications service requests. E   

86. Assess the long-term vulnerabilities of tactical and emergency 
communications infrastructure. E   

• Fuel 
• Equipment maintenance 
• Team support 

   

    

Behavior/Activity: Ensure the completion of tracking and reporting functions 

Competency: Attention to Detail (C3); Communication-Written (C5) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

87. Ensure the tracking of communications services requests. E   

88. Review and approve required reports. E   

• Spot reports (SPOTREPs) 
• Situation reports (SITREPs) 

   

89. Review the stakeholder database. E   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

90. Negotiate the time of transition. I   

91. Provide for adequate overlap to ensure efficient transfer of duties. I   

92. Brief replacement on current situation. I   
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93. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

94. Ensure that an effective transition of duties is accomplished. I   

95. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

96. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

97. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

98. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

99. Obtain performance appraisal from supervisor. I   

100. Report to the Training Unit upon completion of training 
assignment. I   

101. Make return travel arrangements. I   

102. Prepare the final travel voucher. I   

103. Return accountable property to the Accountable Property Office 
(APO). I   

104. Submit the final timesheet, appraisal form, and travel voucher. I   

105. Check out with the ADD. I   

106. Check out with the Information Technology Service Manager in 
the Communication Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Tactical Communications Task Force Leader (TCTL) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Tactical Communications Task Force Leader (TCTL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Tactical Communications Task Force Leader (TCTL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Wireless Communications Manager (WIMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 



WIRELESS COMMUNICATIONS MANAGER (WIMG) 21 November 2011, Revised 

4 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   



21 November 2011, Revised WIRELESS COMMUNICATIONS MANAGER (WIMG) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 7 

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 
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26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified (Federal Communications Commission 

[FCC]/National Communications System [NCS]/National 
Telecommunications and Information Administration [NTIA]) 

   

27. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any necessary organizational adjustments. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   
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35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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61. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Perform frequency management 

Competency: Attention to Detail (C3); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Process requests for frequency assignments. E   

68. Resolve frequency use conflicts. E   

69. Coordinate frequency management. E   

• Commercial – FCC 
• Federal – NTIA 
• State, tribal, and local 

   

70. Consolidate frequency use assignments and approvals. E   
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71. Coordinate with spectrum managers to update the frequency 
inventory. E   

• Incident Management Assistance Team (IMAT) 
• Mobile Emergency Response Support (MERS) 
• Search and rescue 
• Other federal agencies 

   

    

Behavior/Activity: Conduct radio frequency (RF) engineering 

Competency: Customer Focus (C6); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Provide technical guidance for tactical communications networks. E   

73. Assist the Communications Planner with the development of 
tactical communications networks. E   

74. Ensures federal, state, tribal and local interoperability. E   

• High frequency (HF) 
• Very high frequency (VHF) 
• Ultra high frequency (UHF) 
• 700/800 megahertz (MHz) 
• Line of sight (LOS) microwave 

   

75. Advise immediate supervisor of tactical communications 
requirements. E   
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Behavior/Activity:  Conduct satellite communications engineering 

Competency: Customer Focus (C6); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Provide technical guidance for tactical communications networks. E   

77. Assist the Communications Planner with the development of 
tactical communications networks. E   

78. Coordinate with service providers to meet bandwidth requirements. E   

• Department of Defense 
• Commercial 
• U.S. General Services Administration 

   

79. Advise immediate supervisor of tactical communications 
requirements. E   

80. Place bandwidth orders with the Ordering Unit. E   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Negotiate the time of transition. I   

82. Provide for adequate overlap to ensure the efficient transfer of 
duties. I   

83. Brief replacement on current situation. I   

84. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

85. Ensure that an effective transition of duties is accomplished. I   

86. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

87. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

88. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

89. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

 

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

90. Obtain performance appraisal from supervisor. I   

91. Report to the Training Unit upon completion of training 
assignment. I   

92. Make return travel arrangements. I   

93. Prepare the final travel voucher. I   

94. Return accountable property to the Accountable Property Office 
(APO). I   

95. Submit the final timesheet, appraisal form, and travel voucher. I   

96. Check out with the ADD. I   

97. Check out with the Information Technology Service Manager in 
the Communication Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Wireless Communications Manager (WIMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Wireless Communications Manager (WIMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Wireless Communications Manager (WIMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Wireline/Internet Communications Manager 
(WLMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 
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26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified (Federal Communications Commission 

[FCC]/National Communications System [NCS]/National 
Telecommunications and Information Administration [NTIA]) 

   

27. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any necessary organizational adjustments. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 
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34. Share current information with co-workers and immediate 
supervisor. D-3   

35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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61. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Direct the implementation of the emergency communications infrastructure design plan 

Competency: Communication-Verbal (C4); Customer Focus (C6) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Oversee the implementation of the emergency communications 
infrastructure design plan. E   

68. Review the emergency communications infrastructure design plan. E   

69. Direct other support entities on the build-out of the emergency 
communications infrastructure. E   

• Mobile Emergency Response Support (MERS) 
• Incident Management Assistance Team (IMAT) 
• Vendors 
• Search and rescue 
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70. Verify the baseline functionality of the emergency 
communications infrastructure. E   

• Voice 
• Data 
• Video 
• Equipment 

   

    

Behavior/Activity: Provide external communications to FEMA and interagency customers 

Competency: Communication-Written (C5); Customer Focus (C6) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Coordinate with service providers to meet bandwidth requirements. E   

72. Provide technical guidance for tactical communications networks. E   

73. Assist the Communications Planner with the development of 
tactical communications networks. E   

74. Prepare communications briefings as directed. E   

• Charts 
• Graphs 
• Supporting documents 
• Statistics 
• Situational updates 
• Cybersecurity alerts 

   

75. Advise immediate supervisor of tactical communications 
requirements. E   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Negotiate the time of transition. I   

77. Provide for adequate overlap to ensure the efficient transfer of 
duties. I   

78. Brief replacement on current situation. I   
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79. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

80. Ensure that an effective transition of duties is accomplished. I   

81. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

83. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

84. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Obtain performance appraisal from supervisor. I   

86. Report to the Training Unit upon completion of training 
assignment. I   

87. Make return travel arrangements. I   

88. Prepare the final travel voucher. I   

89. Return accountable property to the Accountable Property Office 
(APO). I   

90. Submit the final timesheet, appraisal form, and travel voucher. I   

91. Check out with the ADD. I   

92. Check out with the Information Technology Service Manager in 
the Communication Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident. 

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Wireline/Internet Communications Manager (WLMG) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Wireline/Internet Communications Manager (WLMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Wireline/Internet Communications Manager (WLMG) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Training FQS Specialist (TQSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment E   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet I   

6. Obtain agency identification (badge) or other government issued 
identifications I   
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7. Obtain additional job-required equipment or supplies I   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Report to the Training Unit to check in as a trainee. I   

9. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Obtain relevant situational information on your assignment. I   

11. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

12. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Demonstrate appropriate level of knowledge of ICS structure, 
principles, and positions. I   

14. Use common terminology. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

16. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

17. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

18. Share current information with co-workers and immediate 
supervisor. D-3   

19. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Provide for the safety, welfare and accountability of coworkers. D-3   

21. Recognize potentially hazardous situations. D-3   

22. Communicate potentially hazardous situations. D-3   
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23. Use personal protective equipment (PPE) as issued. D-3   

24. Safeguard property and equipment. D-3   

25. Provide current information for the call-down roster. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

27. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

28. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Provide support and guidance to the FEMA Qualification System (FQS) 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Serve as the subject matter expert (SME) to advise and inform 
incident personnel on the FQS. D-3   

30. Identify trainees and coaches/evaluators who are qualified and 
available to participate in the FQS program. D-3   

31. Assist cadre managers/program representatives in the development 
of the training needs assessment to determine additional trainee 
opportunities. 

D-3 
  

32. Assist in determining the resource level available for FQS 
training/programs during the incident. D-3   

33. Establish a training assignment list documenting individual 
trainees and coaches/evaluators who are participating—or who 
have participated—in FQS training on the incident. 

 D-3 
  

34. Confirm participants’ (trainees’ and coaches/evaluators’) 
understanding of their roles and responsibilities in FQS process. D-3   

• Trainee interview with coach/evaluator 
• Position Task Book (PTB) 
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35. Check participant qualifications. D-3   

• PTB authenticity 
• Trainee prerequisites 
• Evaluator qualifications 

   

36. Conduct progress reviews with trainees and coaches/evaluators. D-3   

• Progress towards timelines 
• Per FQS guidelines 
• Participant qualifications check 

   

37. Identify to immediate supervisor any irresolvable FQS issues 
between trainees and coaches/evaluators. D-3   

38. Conduct final incident FQS trainee interview. D-3   

39. Submit information to immediate supervisor for the development 
of the FQS reports as directed. D-3   

40. Submit final FQS trainee package at close-out. D-3   

41. Market the FQS. D-3   

• FQS briefings 
• Posters 
• PTB training 

   

    
Behavior/Activity: Analyze relevant training information, as directed 

Competency: Communication-Verbal (C4); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Retrieve current information on FEMA programs, policies, 
procedures, and regulations that are relevant to Training Unit 
training operations and the FQS. 

D-3 
  

• FQS website 
• Training Unit team room 
• Emergency Management Institute (EMI) Training website 
• FEMA Employee Knowledge Center (FEKC) 
• Training Information Access System (TIAS) 
• SharePoint 
• Joint Field Office (JFO) common drive 
• JFO global e-mail 

   

43. Obtain relevant training information needed to develop the training 
plan in coordination with other program areas. D-3   

44. Analyze individual training records as part of the training needs 
assessment process. D-3   
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Behavior/Activity: Coordinate training activities 

Competency: Attention to Detail (C3); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Schedule training activities based on the training needs assessment 
employees in incident training needs and the availability of 
logistical support. 

D-3 
  

• Briefings 
• Interviews 
• Training activities 

   

46. Complete logistics for scheduled training activities as directed. D-3   

• Location 
• Equipment and supplies 
• Transportation 
• Instructor schedules 
• General Admission Application (FEMA Form 119-25-1) 

   

47. Prepare the required training materials as directed, prior to course 
delivery. D-3   

• Standardized worksheets 
• Instructional materials 
• Course resources 
• Participant resources 
• Specialized briefings 

   

48. Conduct instructor meetings prior to training activities as needed. D-3   

• Instructor assignments 
• Course map 
• Agenda 

   

49. Market Training Unit services. D-3   

• Posters 
• Verbal promotions 
• Announcements 
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Behavior/Activity: Deliver training activities per EMI guidance based on adequate preparation 

Competency: Instructional Skills (T1); Evaluation Skills (T2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Assess the knowledge level of participants. D-3   

• Pre- and Post-test evaluations 
• Knowledge check 
• Reviews 
• Activities 
• Exercises 

   

51. Utilize standardized instructional materials. D-3   

• Instructor Guide 
• Visual aids 
• Media 
• Briefing materials 
• Evaluations 

   

52. Exercise effective classroom management to meet learning 
objectives. D-3   

• Time management 
• Expectation management 

   

53. Maintain a professional learning environment. D-3   

• Language 
• Respecting opinions of others 
• Listening skills 
• Ground rules 

   

54. Instruct using effective instructional skills and multiple 
methodologies and strategies to address different learning styles. D-3   

• Visual media 
• Adult learning principles 
• Virtual classroom 
• Adobe Connect 
• Americans with Disabilities Act methodologies 

   

55. Evaluate training to determine outcomes and recommend 
improvements. D-3   

• Pre- and Post-Test evaluations 
• Course evaluations 
• Training Unit end-of-course evaluation worksheet 
• Review evaluation sheets 
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56. Complete training activity close-out procedures by submitting 
documents to immediate supervisor. D-3   

• Final roster 
• Sign-in sheet 
• Extra materials 
• Evaluations 
• Attendance 
• Pass/ Fail status 
• Documentation of problems that occurred 
• FEMA Form 119-25-1 

   

    
Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Determine time of transfer. I   

58. Provide for adequate overlap to ensure efficient transfer of duties. I   

59. Ensure incident status information is up-to-date. I   

60. Ensure an effective transfer of duties is accomplished. I   

    
Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

61. Obtain performance appraisal from supervisor. I   

62. Make return travel arrangements. I   

63. Prepare final travel voucher. I   

64. Return equipment to APO. I   

65. Submit final timesheet, appraisal form and travel voucher. I   

66. Check out with ADD. I   

67. Report to the Training Unit upon completion of training 
assignment. I   

68. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident. 

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Training FQS Specialist (TQSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Training FQS Specialist (TQSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Training FQS Specialist (TQSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised   

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Training Manager (TRMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. I   

6. Check-in with Training Unit for FQS guidance. I   

• Position Task Book    
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Air Card, if applicable 

   

8. Report to the Training Unit to check in as a trainee. I   

9. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Obtain relevant information on your assignment. I   

• Resources currently assigned 
• Resources en-route and/or ordered 
• Incident facilities, types and location 
• Anticipated workload 

   

11. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

12. Identify topics, issues and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Determine if organizational structure is appropriate based 
supervisor direction. D-3   

14. Ensure organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 
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15. Review the Incident Action Plan (IAP), other relevant plans or the 
Planning Section’s Resource Unit to identify resources assigned by 
type and quantity. 

D-3 
  

• Supervisor name and contact information 
• Location 
• Assignment 

   

16. Ensure that personnel are qualified to perform in assigned 
positions. D-3   

17. Make any organizational adjustments if necessary. D-3   

18. Keep immediate supervisor and assigned personnel informed of 
changes. D-3   

19. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS Forms. I   

21. Maintain appropriate span of control. I   

22. Use common terminology. I   

23. Maintain unity of command. I   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend scheduled briefings as required. D-3   

25. Brief assigned subordinates. D-3   

• Ensure that all direct subordinates receive a briefing 
• Ensure assignments are clear and provide additional information 

needed 
• Discuss special safety considerations or situations 
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26. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• Recommendations and limiting factors for the next operational period. 

   

27. Brief immediate supervisor on results of debriefings. D-3   

    
Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

29. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

30. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

31. Share current information with co-workers and immediate 
supervisor. D-3   

32. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Hold personnel accountable for execution of assigned tasks. D-3   

34. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

35. Ensure assigned tasks and expectations for the operational period 
are reasonable and accurate. D-3   

36. Delegate specific authority based on the assigned tasks to assigned 
Specialists. D-3   

37. Request additional resources or release surplus resources. D-3   

38. Address logistical problems reported by subordinates. D-3   

39. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

40. Gather and analyze information to validate subordinate report of 
accomplishments. D-3   

41. Ensure work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• Stafford Act requirements 
• FEMA policies 

   

42. Keep assigned personnel informed of changes. D-3   

43. Notify immediate supervisor of all resource status changes when 
they occur. D-3   

44. Develop recommendations for next operational period. D-3   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Provide for the safety, welfare and accountability of coworkers. D-3   

46. Recognize potentially hazardous situations. D-3   

47. Communicate potentially hazardous situations. D-3   
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48. Use personal protective equipment (PPE) as issued. D-3   

49. Safeguard property and equipment. D-3   

50. Provide current information for the call-down roster. D-3   

51. Verify special precautions are taken when hazards exist. D-3   

52. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

53. Maintain the integrity of the call down roster. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

55. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

56. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 
Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest 
• Be consistent and reliable 
• Establish trust through open communication 
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58. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

59. Establish work assignments and set priorities. D-3   

60. Take corrective action when problems arise. D-3   

61. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Call down contact list 
• Staggering of work hours 

   

62. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

63. Continuously evaluate performance. D-3   

64. Communicate performance deficiencies immediately and take 
corrective action. D-3   

65. Ensure that personnel receive needed training, mentoring and 
coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel so they can develop and maintain skills 
• Provide subordinates with opportunities for development 

   

66. Recognize effective individual and team performance. D-3   

67. Ensure all personnel time records are complete, accurate and 
submitted within established timeframes. D-3   

68. Prepare and discuss formal performance evaluations. D-3   

69. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

70. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

71. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   
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Behavior/Activity: Assist immediate supervisor in managing staff 

Competency: Manage Resources (C19); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Assign work as necessary. D-3   

73. Schedule meetings with incident staff as necessary. D-3   

74. Monitor progress of assigned work. D-3   

75. Attend meetings as directed. D-3   

76. Produce reports as directed. D-3   

• Training plan 
• Training needs assessment 
• FEMA Qualification System (FQS) report 
• Weekly training report 
• Closeout reports 

   

77. Meet with Training Unit staff regularly. D-3   

78. Coordinate with Regional Training Manager as directed. D-3   

79. Assist immediate supervisor in determining staffing needs. D-3   

80. Process staff resource requests as needed. D-3   

81. Process resource requests to meet training activity needs. D-3   

82. Determine FQS needs for assigned staff. D-3   

83. Provide guidance on FEMA learning management system (LMS) 
and other related tools. D-3   

• Training Unit team room 
• Emergency Management Institute (EMI) Training website 
• FEMA Employee Knowledge Center (FEKC) 
• Training Information Access System (TIAS) 
• SharePoint 
• Joint Field Office (JFO) common drive 
• JFO global e-mail 

   

  



21 November 2011, Revised TRAINING MANAGER (TRMG) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 13 

Behavior/Activity: Implement the FQS process for employees for the duration of the incident 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Market FQS. D-3   

85. Assess employees regarding FQS in incident needs. D-3   

86. Write FQS reports. D-3   

87. Monitor the FQS process as directed. D-3   

• Progress toward timelines 
• Per FQS guidelines 
• Participant qualifications check 

   

88. Address emergent issues and concerns in FQS. D-3   

89. Assist immediate supervisor in conducting training needs 
assessment with cadre managers/program representatives, to 
determine additional trainee opportunities. 

D-3 
  

90. Assist immediate supervisor consulting with Federal Coordinating 
Officer (FCO) through Finance/Admin Section Chief to determine 
the resource level available for FQS training/programs during the 
incident. 

D-3 
  

    

Behavior/Activity: Conduct financial and budget tracking 

Competency: Decision Making & Judgment (C7); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Prepare financial documents as directed. D-3   

92. Assist immediate supervisor in identifying financial shortfalls. D-3   

93. Manage procurement activity as directed. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Determine time of transfer. I   
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95. Provide for adequate overlap to ensure efficient transfer of duties. I   

96. Ensure incident status information is up-to-date. I   

97. Ensure an effective transfer of duties is accomplished. I   

98. Brief replacement on current situation. I   

99. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

100. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

101. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

102. Submit items for the Remedial Action Management Program 
(RAMP). D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

103. Obtain performance appraisal from supervisor. I   

104. Make return travel arrangements. I   

105. Prepare final travel voucher. I   

106. Return accountable property. I   

107. Submit final timesheet, appraisal form and travel voucher. I   

108. Check out with ADD. I   

109. Report to the Training Unit upon completion of training 
assignment. I   

110. Check out with the IT Service Manager in the Communication 
Unit. I   



21 November 2011, Revised TRAINING MANAGER (TRMG) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 15 

• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident. 

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Training Manager (TRMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Training Manager (TRMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Training Manager (TRMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Training Unit Leader (TRNL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• Appropriate Forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. I   

6. Obtain agency identification (badge) or other government issued 
identifications. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Report to the Training Unit to check in as a trainee. I   

9. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Obtain relevant information on your assignment. I   

• Organization of incident operations (i.e., geographical, functional or 
combination of both) 

• Resources currently assigned 
• Resources en-route and/or ordered 
• Incident facilities, types and location 

   

11. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• incident objectives 
• strategies 

   

12. Identify topics, issues and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS Forms. I   

14. Maintain appropriate span of control. I   
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15. Utilize common terminology. I   

16. Maintain unity of command. I   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

17. Attend scheduled briefings as required. D-3   

18. Brief assigned subordinates. D-3   

• Ensure that all direct subordinates receive a briefing 
• Ensure assignments are clear and provide additional information 

needed 
• Discuss special safety considerations or situations 

   

19. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• Recommendations and limiting factors for the next operational period. 

   

20. Brief immediate supervisor and Situation Unit on results of 
debriefings. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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22. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

23. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

24. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

25. Share current information with co-workers and immediate 
supervisor. D-3   

26. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Ensure assigned tasks and expectations for the operational period 
are reasonable and accurate. D-3   

28. Hold personnel accountable for execution of assigned tasks. D-3   

29. Delegate specific authority based on the assigned tasks to assigned 
Specialists. D-3   

30. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

31. Request additional resources or release surplus resources. D-3   

32. Address logistical problems reported by subordinates. D-3   
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33. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

34. Gather and analyze information to validate subordinate report of 
accomplishments. D-3   

35. Ensure work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• Stafford Act requirements 
• FEMA policies 

   

36. Keep assigned personnel informed of changes. D-3   

37. Notify immediate supervisor of all resource status changes when 
they occur. D-3   

38. Develop recommendations for next operational period. D-3   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Provide for the safety, welfare and accountability of coworkers. D-3   

40. Recognize potentially hazardous situations. D-3   

41. Communicate potentially hazardous situations. D-3   

42. Use personal protective equipment (PPE) as issued. D-3   

43. Safeguard property and equipment. D-3   

44. Provide current information for the call-down roster. D-3   

45. Maintain the integrity of the call down roster. D-3   

46. Verify special precautions are taken when hazards exist. D-3   

47. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   
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Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

49. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

50. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

52. Provide vision for Group members to accomplish their mission by 
putting assignments in the context of the bigger picture. D-3   

53. Establish work assignments and set priorities. D-3   

54. Take corrective action when problems arise. D-3   
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55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Call down contact list 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Continuously evaluate performance. D-3   

58. Communicate performance deficiencies immediately and take 
corrective action. D-3   

59. Ensure that personnel receive needed training, mentoring and 
coaching. D-3   

• Orientation Sessions 
• On-the-job training 
• Professional development 
• Personnel coaching 
• Opportunities for development 

   

60. Recognize effective individual and team performance. D-3   

61. Ensure all personnel time records are complete, accurate and 
submitted within established timeframes. D-3   

62. Prepare and discuss formal performance evaluations. D-3   

63. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

64. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

65. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Direct Training Unit activities 

Competency: Leadership (C16); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

66. Organize workspace. D-3   

• Offices 
• Computer lab 

   

67. Develop training plan in alignment with Joint Field Office (JFO) 
strategic plan and incident objectives. D-3   



TRAINING UNIT LEADER (TRNL) 21 November 2011, Revised  

12 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

68. Oversee the development of strategic guidance and training 
products. D-3   

• Training needs assessment 
• Training plan 
• Training Unit plan 
• Training calendar 
• Weekly training reports 
• FEMA Qualification System (FQS) reports 
• Close-out reports 

   

69. Brief senior leadership to inform their decision making regarding 
the training plan. D-3   

• Available resources 
• Additional trainee opportunities 

   

70. Oversee the delivery and evaluation of training. D-3   

71. Manage the implementation of FQS during the incident. D-3   

72. Resolve emergent issues regarding training and FQS. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Determine time of transfer. I   

74. Provide for adequate overlap to ensure efficient transfer of duties. I   

75. Ensure incident status information is up-to-date. I   

76. Ensure an effective transfer of duties is accomplished. I   

77. Brief replacement on current situation. I   

78. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Obtain performance appraisal from supervisor. I   

80. Make return travel arrangements. I   

81. Prepare final travel voucher. I   

82. Return accountable property. I   

83. Submit final timesheet, appraisal form and travel voucher. I   

84. Check out with ADD. I   

85. Report to the Training Unit upon completion of training 
assignment. I   

86. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Training Unit Leader (TRNL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

 Training Unit Leader (TRNL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Training Unit Leader (TRNL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Training Specialist (TRSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. I   

6. Obtain agency identification (badge) or other government issued 
identifications. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Report to the Training Unit to check in as a trainee. I   

9. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Obtain relevant situational information on your assignment. I   

11. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

12. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Demonstrate appropriate level of knowledge of ICS structure, 
principles, and positions. I   

14. Use common terminology. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

16. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

17. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

18. Share current information with co-workers and immediate 
supervisor. D-3   

19. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Provide for the safety, welfare and accountability of coworkers. D-3   

21. Recognize potentially hazardous situations. D-3   

22. Communicate potentially hazardous situations. D-3   

23. Use personal protective equipment (PPE) as issued. D-3   

24. Safeguard property and equipment. D-3   

25. Provide current information for the call-down roster. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

27. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

28. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Analyze relevant training information, as directed 

Competency: Communication-Verbal (C4); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Retrieve current information on FEMA programs, policies, 
procedures, and regulations that are relevant to Training Unit 
training operations. 

D-3 
  

• Training Unit team room 
• Emergency Management Institute (EMI) Training website 
• FEMA Employee Knowledge Center (FEKC) 
• Training Information Access System (TIAS) 
• SharePoint 
• Joint Field Office (JFO) common drive 
• JFO global e-mail 

   

30. Obtain relevant training information needed to develop the training 
plan in coordination with other program areas. D-3   

31. Analyze individual training records as part of the training needs 
assessment process. D-3   

    

Behavior/Activity: Coordinate training activities 

Competency: Attention to Detail (C3); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Schedule training activities based on the training needs assessment 
and the availability of logistical support. D-3   

33. Complete logistics for scheduled training activities as directed. D-3   

• Location 
• Equipment and supplies 
• Transportation 
• Instructor schedules 
• General Admission Application (FEMA Form 119-25-1) 

   

34. Prepare the required training materials as directed, prior to course 
delivery. D-3   

• Standardized worksheets 
• Instructional materials 
• Course resources 
• Participant resources 
• Specialized briefings 
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35. Conduct instructor meetings prior to training activities as needed. D-3   

• Instructor assignments 
• Course map 
• Agenda 

   

36. Market Training Unit services. D-3   

• Posters 
• Verbal promotions 
• Announcements 

   

    

Behavior/Activity: Deliver training activities per EMI guidance based on adequate preparation 

Competency: Instructional Skills (T1); Evaluation Skills (T2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Assess the knowledge level of participants. D-3   

• Pre- and Post- test evaluations 
• Knowledge check 
• Reviews 
• Training activities 
• Exercises 

   

38. Utilize standardized instructional materials. D-3   

• Instructor Guide 
• Visual aids 
• Media 
• Briefing materials 
• Evaluations 

   

39. Exercise effective classroom management to meet learning 
objectives. D-3   

• Time management 
• Expectation management 

   

40. Maintain a professional learning environment. D-3   

• Language 
• Respecting opinions of others 
• Listening skills 
• Ground rules 
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41. Instruct using effective instructional skills and multiple 
methodologies and strategies to address different learning styles. D-3   

• Visual media 
• Adult learning principles 
• Virtual classroom 
• Adobe Connect 
• Americans with Disabilities Act methodologies 

   

42. Evaluate the training to determine outcomes and recommend 
improvements. D-3   

• Pre- and Post-Test evaluations 
• Course evaluations 
• Training Unit end-of-course evaluation worksheet 
• Review evaluation sheets 

   

43. Complete training activity close-out procedures by submitting 
documents to immediate supervisor. D-3   

• Final roster 
• Sign-in sheet 
• Extra materials 
• Evaluations 
• Attendance 
• Pass/Fail status 
• Documentation of problems that occurred 
• FEMA Form 119-25-1 

   

    

Behavior/Activity: Practice proactive customer service 

Competency: Customer Focus (C6) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Practice proactive customer service skills. D-3   

• Smiling face 
• Ensure that customers’ needs are met to the best of your ability 
• Be a good steward of FEMA resources 
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Determine time of transfer. I   

46. Provide for adequate overlap to ensure efficient transfer of duties. I   

47. Ensure incident status information is up-to-date. I   

48. Ensure an effective transfer of duties is accomplished. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Obtain performance appraisal from supervisor. I   

50. Make return travel arrangements. I   

51. Prepare final travel voucher. I   

52. Return equipment to APO. I   

53. Submit final timesheet, appraisal form and travel voucher. I   

54. Check out with ADD. I   

55. Report to the Training Unit upon completion of training 
assignment. I   

56. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Training Specialist (TRSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Training Specialist (TRSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Training Specialist (TRSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Training Support Specialist (TSSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment  

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. I   

6. Obtain agency identification (badge) or other government issued 
identifications. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Report to the Training Unit to check in as a trainee. I   

9. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Obtain relevant situational information on your assignment. I   

11. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

12. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Demonstrate appropriate level of knowledge of ICS structure, 
principles, and positions. I   

14. Use common terminology. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

16. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

17. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

18. Share current information with co-workers and immediate 
supervisor. D-3   

19. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Provide for the safety, welfare and accountability of coworkers. D-3   

21. Recognize potentially hazardous situations. D-3   

22. Communicate potentially hazardous situations. D-3   
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23. Use personal protective equipment (PPE) as issued. D-3   

24. Safeguard property and equipment. D-3   

25. Provide current information for the call-down roster. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

27. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

28. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Support Training Unit activities 

Competency: Attention to Detail (C3); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Maintain training schedules and reports as directed. D-3   

30. Maintain the Training calendar. D-3   

31. Enter Training Unit-related data using FEMA data systems. D-3   

• Course completion 
• FEMA Qualification System (FQS) book entries 

   

32. Create MS Office products as directed. D-3   

• Documents 
• Spreadsheets 
• Slide shows 

   

33. Maintain adequate supplies and training materials. D-3   

34. Manually track incident data that cannot be recorded through 
existing systems as directed. D-3   
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35. Forward course documents as directed. D-3   

• General Admission Application (FEMA Form 119-25-1) 
• Rosters 
• Evaluations 
• Agenda 

   

36. Market Training Unit services. D-3   

• Posters 
• Verbal promotion 

   

37. Assist in close-out operations. D-3   

    

Behavior/Activity: Provide classroom support for training activities 

Competency: Attention to Detail (C3); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Set up the Training Unit and training rooms as directed. D-3   

39. Submit collected time and attendance sheets to appropriate 
personnel. D-3   

40. Support the classroom training environment. D-3   

• Materials reproduction 
• Software tools 
• Hand-out distributions 
• Note taking 

   

41. Provide training technology support. D-3   

• Electronic equipment set-up 
• Audiovisual equipment operation 
• Adobe Connect 
• Video teleconferences (VTC) 
• Data Xchange 

   

42. Register participants. D-3   

43. Develop rosters. D-3   

  



TRAINING SUPPORT SPECIALIST (TSSP) 21 November 2011, Revised 

10 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Behavior/Activity: Support usage of the FEMA learning management system 

Competency: Customer Focus (C6); Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Schedule classes in the FEMA Employee Knowledge Center 
(FEKC). D-3   

45. Maintain calendar changes. D-3   

46. Monitor enrollments in the FEKC. D-3   

47. Send communications through the FEKC as needed. D-3   

48. Credit course completions in the FEKC. D-3   

49. Provide customer service to the employees in incidents in their use 
of the FEKC. D-3   

    

Behavior/Activity: Provide support and guidance to the FQS 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Serve as the subject matter expert (SME) to advise and inform 
incident personnel on the FQS. D-3   

51. Identify trainees and coaches/evaluators who are qualified and 
available to participate in the FQS program. D-3   

52. Assist cadre managers/program representatives in the development 
of the training needs assessment to determine additional training 
opportunities.  

D-3 
  

53. Assist in determining the resource level available for FQS 
training/programs during the incident. D-3   

54. Establish a training assignment list documenting individual 
trainees and coaches/evaluators who are participating—or who 
have participated—in FQS training on the incident. 

 D-3 
  

55. Confirm participants’ (trainees’ and coaches/evaluators’) 
understanding of their roles and responsibilities in the FQS 
process. 

D-3 
  

• Trainee interview with coach/evaluator 
• Position Task Book (PTB) 
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56. Check participant qualifications. D-3   

• PTB authenticity 
• Trainee prerequisites 
• Evaluator qualifications 

   

57. Conduct progress reviews with trainees and coaches/evaluators. D-3   

• Progress toward timelines 
• Per FQS guidelines 
• Participant qualifications check 

   

58. Identify to immediate supervisor any irresolvable FQS issues 
between trainees and coaches/evaluators. D-3   

59. Conduct final incident FQS trainee interview. D-3   

60. Submit information to the immediate supervisor for the 
development of the FQS reports as directed. D-3   

61. Submit final FQS trainee package at closeout. D-3   

62. Market the FQS. D-3   

• FQS briefings 
• Posters 

   

    
Behavior/Activity: Analyze relevant training information, as directed 

Competency: Communication-Verbal (C4); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Retrieve current information on FEMA programs, policies, 
procedures, and regulations that are relevant to Training Unit 
training operations and the FQS. 

D-3 
  

• FQS website 
• Training Unit team room 
• Emergency Management Institute (EMI) Training website 
• FEMA Employee Knowledge Center (FEKC) 
• Training Information Access System (TIAS) 
• SharePoint 
• Joint Field Office (JFO) common drive 
• JFO global e-mail 

   

64. Obtain relevant training information needed to develop the training 
plan in coordination with other program areas. D-3   

65. Analyze individual training records as part of the training needs 
assessment process. D-3   
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

66. Determine time of transfer. I   

67. Provide for adequate overlap to ensure efficient transfer of duties. I   

68. Ensure incident status information is up-to-date. I   

69. Ensure an effective transfer of duties is accomplished. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Obtain performance appraisal from supervisor. I   

71. Make return travel arrangements. I   

72. Prepare final travel voucher. I   

73. Return equipment to APO. I   

74. Submit final timesheet, appraisal form and travel voucher. I   

75. Check out with ADD. I   

76. Report to the Training Unit upon completion of training 
assignment. I   

77. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Training Support Specialist (TSSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Training Support Specialist (TSSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Training Support Specialist (TSSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 06 January2012  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Disability Integration Advisor (DISA) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license/State Identification 
• Passport 
• Federal/state agency identification 

5.  Identify and make arrangements for individual accommodation needs 

   

 

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

6. Check in at designated incident check-in location and complete 
check-in packet. I   

7. Report to the Training Unit to check in as a trainee. I   
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8. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 
• Accessible equipment if applicable 

   

9. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

11. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

12. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

 

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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14. Use common terminology. I   

15. Maintain appropriate span of control. I   

16. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
integrating accessibility in safety and security plans. D-3   

19. Verify that appropriate precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

 

Behavior/Activity: Ensure that the organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

24. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

27. Make any organizational adjustments if necessary. D-3   
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29. Request additional personnel, supplies, services, and equipment. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Demonstrate professional and appropriate effective communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
• Utilize assistive technology to facilitate effective communication 
• Use plain language 

   

31. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

32. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

33. Share current information with co-workers and immediate 
supervisor. D-3   

34. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

35.  Demonstrate full knowledge of disability etiquette  

   

    
Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 
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TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Identify and communicate accessibility requirements and 
obligations for internal and external meetings. D-3   

    

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

39. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

40. Request additional resources or release surplus resources. D-3   

41. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

43. Ensure that work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

44. Keep assigned personnel informed of changes. D-3   

45. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

46. Make recommendations for next operational period to immediate 
supervisor. D-3 

  

 

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Maintain high standards of ethics required of federal employees 
that is consistent with FEMA core values. I   
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48. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

49. Exhibit appropriate public stewardship of taxpayer dollars. I   

    
Behavior/Activity: Develop professional relationships and trust with senior staff in order to be included as a 

Disability Integration Advisor in the decision-making process 
Competency: Interpersonal Skills (C14); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Establish professional relationships with the Federal Coordinating 
Officer (FCO), senior staff, and FEMA program managers. D-3   

• Invitations to staff meetings 
• Invitations to working groups 
• Request for individual consultation 

   

51. Ensure the FCO has situational awareness of access and functional 
needs legal or related issues. D-3   

• Active local or national disability related political or stakeholder 
interest 

• Local or national media interest 
• Potential significant litigation 
• Physical, programmatic or effective communication access 
• Issues with agency-wide implications 

   

 

Behavior/Activity: Provide situational awareness to, and coordinate with, FEMA ODIC Headquarters and 
Regional Disability Integration Specialist on significant issues as needed 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Provide situational awareness to, and coordinate with, FEMA 
ODIC Headquarters and Regional Disability Integration Specialist 
(RDIS) on significant issues. 

D-3 
  

• Active local or national political interest 
• Local or national media interest 
• Potential significant litigation 
• Access issues 
• Significant misconduct 
• Significant security issues 
• Significant ethics issues 
• Significant rights issues  
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• Issues with significant policy impact for FEMA or DHS 
• Issues with agency-wide implications 
• Demographics of applicants with disabilities 

    

Behavior/Activity: Construct and maintain a local advocacy and services network 

Competency:  

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Identify local disability stakeholders 

• Obtain contact information from various sources 
I 

  

53. Convene a partner group with cross-disability representation  I   

54. Provide situational awareness and information from the federal 
perspective to the partner group I   

55.  Serve as a direct resource to community and refer applicants with 
disabilities to appropriate incident personnel    

56.  Collect and compile information from the partner group and 
distribute that information to other FEMA areas as needed    

55. Link disability leaders with established FEMA working groups  I   

56. Identify what is needed to establish and maintain the network and 
advise appropriate FEMA resources I   

57. Promote integration and inclusion of disability community leaders 
into all phases of FEMA preparedness, response, recovery, and 
mitigation 

I 
  

 

Behavior/Activity:        Analyze facts, context and laws to develop guidance and recommend courses of action 
Competency: Analysis/Reasoning (C2); Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

108. Analyze the facts and apply authorities. 

109.        Know the political climate of the JFO 
D-3   
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109. Demonstrate the ability to prepare briefs and other applicable 
documents that are accessible to all audiences 

• Facts 
• Issue 
• Relevant authority 
• Analysis 
• Recommended courses of action 

D-3   

110. Develop written or verbal advice in a manner that is accessible 
and appropriate for the recipient  

• Style 
• Format 
• Formality 
• Language 
• Detail 

D-3   

 

Behavior/Activity: Advise regarding physical, programmatic and effective communication access in all phases 
of emergency response, recovery, mitigation and preparedness 

Competency:   

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Gather and analyze data 

92.  Conduct/guide facility audit. 
• JFO locations 
• Shelters 
• DRCs 
• Other physical locations 

D-3 

  

92.  Recommend actions to mitigate accessibility and accommodation 
needs 

93. Advise and provide technical assistance for all internal and external 
effective communications access 

• Qualified Sign Language Interpreters  
• Communication Access Real Time Translation (CART) 
• Video Remote Interpreting (VRI) 
• Video Relay Service (VRS) 
• Radio Information Services 
• Braille 
• Large Print 
• CD 
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• Audio 
• Plain Language 
• Assistive Technology (AT) supports 

95.   Advise and provide technical assistance regarding equal access to 
all programs and services  

96. Evaluate and monitor for physical, programmatic and effective 
communications access 

97.  Provide disability inclusive options for meeting FEMA mission and 
obligations 

 

 

    

Behavior/Activity: Model disability inclusive behavior 

Competency:  

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

104. Demonstrate use of inclusive language and practices 
• People First Language 
• Self-determination 
• No ‘one size fits all’ 
• Equal opportunity 
• Inclusion 
• Integration 
• Physical access 
• Equal access 
• Effective communication 
• Program modification 
• No charge 

D-3 
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Behavior/Activity: Provide training on Access and Functional Needs Topics 

Competency:   

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

117. Coordinate or communicate with DFTO on the development and 
delivery of formal and informal training 

118.  Provide formal and informal training to stakeholders 
D-3 

  

119.  Facilitate and arrange trainings by stakeholders when necessary 
120.  Advise DFTO on accommodations and accessible materials 

   

 

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

118. Negotiate the time of transition. I   

119. Provide for adequate overlap to ensure efficient transfer of duties. I   

120. Brief replacement on current situation. I   

121. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Issues/concerns 

   

122. Ensure that an effective transition of duties is accomplished. I   

123. Notify immediate supervisor when transition is complete. 

124. Synthesize main activities into a complete deployment report and 
submit to direct supervisor, Regional Administrator and the Office 
of Disability Integration and Coordination 

I 

  

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

124. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

125. Submit appropriate current, accurate, and complete records to D-3   
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immediate supervisor. 

126. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

 

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

127. Obtain performance appraisal from supervisor. I   

128. Report to the Training Unit upon completion of training 
assignment. I   

129. Make return travel arrangements. I   

130. Prepare the final travel voucher. I   

131. Return accountable property to the Accountable Property Office 
(APO). 

132.  Advise logistics regarding appropriate disposition (to Regional 
Disability Integration Specialist, Regional Office, DISC, etc) of 
accessible equipment, assistive technology (AT) devices, etc  

I 

  

132. Submit final timesheet, appraisal form, and travel voucher. I   

133. Check out with the Automated Deployment Database (ADD). I   

134. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Disability Integration Advisor (DISA) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Disability Integration Advisor (DISA) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Disability Integration Advisor (DISA) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 06 January 2012, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

LEAD Disability Integration Advisor (DISL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 

  



LEAD DISABILITY INTEGRATION ADVISOR (DISL) 06 January2012, Revised 

2 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• State Identification 
• Federal/state agency identification 

5.  Identify and make arrangements for individual accommodation needs 

   

 

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

6. Check in at designated incident check-in location and complete 
check-in packet. I   
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7. Report to the Training Unit to check in as a trainee. I   

8. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

9. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

11. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

12. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

 

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
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• ICS forms 

14. Use common terminology. I   

15. Maintain appropriate span of control. I   

16. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
achieving accessibility in the safety security plans. D-3   

19. Verify that precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

 

Behavior/Activity: Ensure that the organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

24. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 
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25. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

26. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

27. Make any organizational adjustments if necessary. D-3   

28. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

29. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Demonstrate professional and appropriate effective communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
• Utilize assistive technology to facilitate effective communication 
• Use plain language 

   

31. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

32. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

33. Share current information with co-workers and immediate D-3   
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supervisor. 

34. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

35.  Demonstrate full knowledge of current disability etiquette  

   

    
Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Identify and communicate accessibility requirements and 
obligations for internal and external meetings. D-3   

    

37. Brief subordinates on information relevant to their assignments 
and check for understanding. 

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
Incident facilities, types, and location 

D-3 

  

38. Debrief your immediate staff at the end of the operational 
period to gather information. 

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

39.         Brief immediate supervisor on result of debriefings 

D-3 

  

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD EVALUATOR 
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NUMBER INITIALS 

38. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

39. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

40. Request additional resources or release surplus resources. D-3   

41. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

42. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

43. Ensure that work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

44. Keep assigned personnel informed of changes. D-3   

45. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

46. Make recommendations for next operational period to immediate 
supervisor. D-3 

  

 

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

48. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

49. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity:        Demonstrate effective supervisory and leadership principles 
Competency:                 Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

 

50. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Look out for the accessibility needs of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

51.  Explain each subordinate’s assignments in the context of the incident and 
overall mission. 
52.  Establish work assignments and set priorities 
53. Establish and communicate basic work guidelines 

• Work hours 
• Rotation schedule 
• Staggering of work hours 

54.  Keep subordinates informed of decisions, actions, and changes that affect 
them. 
55.  Provide continuous feedback on performance 

• Recognize and document superior performance 
• Take corrective action and document poor performance 

56.  Ensure that personnel receive needed training and coaching. 

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

57.  Ensure that all personnel time records are complete, accurate, and submitted 
within established time frames. 
58.  Prepare and discuss formal performance evaluations with subordinates. 
59.  Create a work environment that provides mutual respect and equal access 
and opportunity for all unit personnel. 
60.  Assess the need for and monitor the use of overtime hours, avoiding 
unnecessary expenditures. 
61.  Monitor employee performance to assess the need for possible rest or 
rotation. 
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Behavior/Activity: Develop professional relationships and trust with senior staff in order to be included as a 
Disability Integration Advisor in the decision-making process 

Competency: Interpersonal Skills (C14); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Establish professional relationships with the Federal Coordinating 
Officer (FCO), senior staff, and FEMA program managers. D-3   

• Invitations to staff meetings 
• Invitations to working groups 
• Request for individual consultation 

   

51. Ensure the FCO has situational awareness of significant issues, 
legal or otherwise. D-3   

• Active local or national political or disability stakeholder interest 
• Local or national media interest 
• Potential significant litigation 
• Notification under the DHS Privacy Incident Handling Guidance 
• Significant physical, programmatic, communication or access issues 
• Issues with agency-wide implications 

   

 

Behavior/Activity: Provide situational awareness to, and coordinate with, FEMA ODIC Headquarters and 
Regional Disability Integration Specialist on significant issues as needed 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Provide situational awareness to, and coordinate with, FEMA 
ODIC Headquarters and Regional counsel on significant issues. D-3   

• Active local or national political interest 
• Local or national media interest 
• Potential significant litigation 
• Significant misconduct 
• Significant security issues 
• Significant ethics issues 
• Issues with significant policy impact for FEMA or DHS 
• Issues with agency-wide implications 
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Behavior/Activity: Construct and maintain a local support network 

Competency:  

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Identify local disability stakeholders 

• Obtain contact information from various sources 
I 

  

53. Convene a partner group with cross-disability representation  I   

54. Provide situational awareness and information from the federal 
perspective to the partner group I   

55. Link disability leaders with established FEMA working groups  I   

56. Identify what is needed to establish and maintain the network and 
advise appropriate FEMA resources I   

57. Promote integration and inclusion of disability community leaders 
into all phases of FEMA preparedness, response, recovery, and 
mitigation 

I 
  

 

Behavior/Activity:        Analyze facts, context and laws to develop guidance and recommend courses of action 
Competency: Analysis/Reasoning (C2); Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

108. Analyze the facts and apply authorities. 

109.        Know the political climate of the JFO 
D-3   

109. Demonstrate the ability to prepare briefs and other applicable 
documents, either formally or informally 

• Facts 
• Issue 
• Relevant authority 
• Analysis 
• Recommended courses of action 

D-3   

110. Develop written or verbal advice in a manner that is accessible 
and appropriate for the recipient  D-3   

• Style 
• Format 
• Formality 
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• Language 
• Detail 

 

Behavior/Activity: Advise requiring physical, programmatic and effective communication access in all phases 
of emergency response, recovery, mitigation and preparedness 

Competency:   

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Gather and analyze data 

92.  Conduct/guide facility audit. 
D-3 

  

92.  Recommend actions to mitigate accessibility and accommodation 
needs 

93. Advise and provide technical assistance for all internal and external 
effective communications access 

• Interpreters  
• CART 
• VRI 
• VRS 
• Radio Information Services 
• Assistive Technology (AT) supports 

95.   Advise and provide technical assistance regarding equal access to 
all programs services  

96. Evaluate and monitor for physical, programmatic and 
communications accessibility 

97.  Provide disability inclusive options for meeting FEMA mission and 
objectives 

   

 

 

    

Behavior/Activity: Model disability inclusive behavior 

Competency:  

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 
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104. Demonstrate use of inclusive language and practices 
• Self-determination 
• No ‘one size fits all’ 
• Equal opportunity 
• Inclusion 
• Integration 
• Physical access 
• Equal access 
• Effective communication 
• Program modification 
• No charge 

D-3 
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Behavior/Activity: Provide training  

Competency:   

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

117. Coordinate or communicate with DFTO on the development and 
delivery of formal and informal training 

118.  Provide formal and informal training to stakeholders 
D-3 

  

119.  Facilitate and arrange trainings by stakeholders when necessary    

 

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

118. Negotiate the time of transition. I   

119. Provide for adequate overlap to ensure efficient transfer of duties. I   

120. Brief replacement on current situation. I   

121. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Issues/concerns 

   

122. Ensure that an effective transition of duties is accomplished. I   

123. Notify immediate supervisor when transition is complete. 

124. Synthesize main activities into a complete deployment report and 
submit to direct supervisor, Regional Administrator and the Office 
of Disability Integration and Coordination 

I 

  

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

124. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

125. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   
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126. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

 

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

127. Obtain performance appraisal from supervisor. I   

128. Report to the Training Unit upon completion of training 
assignment. I   

129. Make return travel arrangements. I   

130. Prepare the final travel voucher. I   

131. Return accountable property to the Accountable Property Office 
(APO). 

132.  Advise logistics regarding appropriate disposition (to Regional 
Disability Integration Specialist, Regional Office, DISC, etc) of 
accessible equipment, assistive technology (AT) devices, etc  

I 

  

132. Submit final timesheet, appraisal form, and travel voucher. I   

133. Check out with the Automated Deployment Database (ADD). I   

134. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Lead Disability Integration Advisor (DISL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 



06 January2012, Revised LEAD DISABILITY INTEGRATION ADVISOR (DISL) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 21 

Evaluation Record 

 
TRAINEE NAME 

Lead Disability Integration Advisor (DISL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Lead Disability Integration Advisor (DISL ) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Assistant External Affairs Officer-Congressional Affairs (AEAC) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment.  I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered  
• Incident facilities, types, and location 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS forms. I   

12. Maintain appropriate span of control. I   

13. Use common terminology. I   

14. Maintain unity of command. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Provide for the safety, welfare, and accountability of all functional 
area personnel. D-3   

16. Recognize potentially hazardous situations. D-3   

17. Communicate potentially hazardous situations. D-3   

18. Use personal protective equipment (PPE) as issued. D-3   

19. Safeguard property and equipment. D-3   

20. Provide current information for the call-down roster. D-3   

21. Maintain the integrity of the call-down roster. D-3   

22. Verify that special precautions are taken when hazards exist. D-3   

23. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-3   

24. Notify the Safety Officer of any accidents. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if organizational structure is appropriate. D-3   

• Incident objectives and immediate supervisor’s direction 
• Emergency Support Functions (ESFs) assigned 
• Coordination needs at the state and local level 

   

26. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Unity of command  
• Proper ICS positions 
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27. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned. D-3   

• Location and status of assigned resources 
• Resource identifier, if assigned (e.g., Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

28. Check to ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

29. Discuss findings and recommendations with the immediate 
supervisor as necessary. D-3   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs, if applicable 

   

30. Make any necessary organizational adjustments. D-3   

31. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

32. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology  
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

34. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening  
• Eye contact 
• Appropriate body language 

   



21 November 2011, Revised EA ASST EXTERNAL AFFAIRS OFFICER-CONGRESSIONAL AFFAIRS (AEAC) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 9 

35. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• ESFs 
• Counterparts at all levels 

   

36. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

37. Share current information with co-workers and immediate 
supervisor. I   

38. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests  

   

39. Keep the Command and General Staff informed. D-3   

• Current information 
• Significant changes 
• Significant decision and actions 

   

40. Provide the Situation Unit Leader with functional area information 
for the situation report (SITREP). D-3   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Attend scheduled briefings as required. D-3   

42. Brief direct report staff on the details of the functional area’s 
support to the IAP following the Operations briefing. D-3   

• Remind direct report staff that all supervisory personnel need to be 
briefed 

• Ensure assignments are clear and provide additional information 
needed 

• Discuss special safety considerations or situations 
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43. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

44. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

46. Hold personnel accountable for the execution of assigned tasks. D-3   

47. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

48. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

49. Request additional resources or release surplus resources. D-3   

50. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

51. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

52. Ensure that the work completed is consistent with direction, policy, 
and incident objectives. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

53. Keep assigned personnel informed of changes. D-3   

54. Notify the Resource Unit Leader of all resource status changes 
when they occur. D-3   
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Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Participate in the preparation of incident plans. D-3   

• Strategic Plan 
• Functional plans 
• Demobilization Plan 
• Evacuation Plan (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

56. Solicit input from appropriate functional area personnel during the 
plan development and provide them an opportunity to review the 
draft document. 

D-3 
  

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

58. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

59. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. I   

60. Represent FEMA in a professional manner when working with 
internal and external parties. I   

61. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

63. Show subordinates how their assignments support the overall 
management of the incident. D-3   

64. Establish work assignments and set priorities. D-3   

65. Take corrective action when problems arise. D-3   

66. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

67. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

68. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance  

   

69. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

70. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

71. Prepare and discuss formal performance evaluations. D-3   
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72. Create a work environment that provides mutual respect and equal 
opportunity for functional area personnel. D-3   

73. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

74. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

75. Write performance appraisals and discuss the results with direct 
report staff. D-3   

    

Behavior/Activity: Coordinate with other Assistant External Affairs Officers (EAOs) 

Competency: Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Meet with other functional areas to understand key issues relevant 
to the incident. D-3   

• Daily interactions other than scheduled meetings 
• Emails 
• One on one 

   

77. Coordinate effectively with other Assistant EAOs to ensure proper 
coordination and timely information exchange. D-3   

• Meeting interaction 
• One on one 

   

    

Behavior/Activity: Oversee preliminary research 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

78. Ensure that the preliminary research on the congressional 
delegation is completed. E   

79. Confirm that congressional profiles are completed. E   

80. Ensure that incident specifics are reviewed. E   

• Daily communications summary    
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81. Review daily media analysis. E   

• Situational awareness 
• Trends 
• Issues 
• Comments by congressional offices 

   

    

Behavior/Activity: Develop and maintain a Congressional Affairs functional plan 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Create a plan based on the guidance of the External Affairs 
Officer. D-3   

83. Identify the operating environment. D-3   

• Political environment 
• Limited English Proficiency (LEP)/Additional Communication Needs 

(ACN) and Tribal  

   

84. Address challenges. D-3   

• Special issues 
• Barriers 
• Boundaries 
• Staffing 
• Resources 
• Weather 
• Travel time 

   

85. Develop communication and integration among the staff. D-3   

• Demobilization Plan 
• Tasks 
• Deadlines 
• Deliverables 
• Trainees 
• Team building 

   

86. Write the functional plan as needed. D-3   

• Initial plan 
• Updates 

   

87. Execute the EAO-approved plan. D-3   
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Behavior/Activity: Oversee interaction with congressional offices 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Assign congressional member offices to Congressional Affairs 
staff as necessary. D-3   

• Geographic proximity 
• Activity level 
• House/Senate 

   

89. Ensure that the affected congressional offices are notified that the 
Congressional Affairs functional area of the Joint Field Office 
(JFO) has been established. 

D-3 
  

90. Ensure contact with appropriate congressional offices to establish 
the baseline for information exchange. I   

• Contact information 
• Incident specifics 
• LEP/ACN and Tribal 

   

91. Participate in National Incident Communication Conference Line 
(NICCL) and State Incident Communication Conference Line 
(SICCL) conference calls as directed. 

I 
  

92. Oversee congressional office visits. D-3   

93. Monitor the inquiry log.  D-3   

• Name and title 
• Phone number 
• Issues 
• Inquiries 
• Resolution 
• Updates 

   

94. Approve congressional communications.  D-3   

• Advisories 
• Inquiry response 
• Meeting requests 
• Formal correspondence 

   

95. Ensure the completion of the Congressional Affairs transition.  D-3   

• Transition letters 
• Individual meetings 
• Phone calls 
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Behavior/Activity: Resolve congressional issues and make effective decisions 

Competency: Knowledge of Program & Technical Protocols (C15); Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

96. Identify and validate critical issues. D-3   

• Constituent 
• Program-related 
• Misinformation 
• Disaster-specific 
• Inquiries 
• Rumors 

   

97. Analyze critical issues. D-3   

• Political impact 
• Trends in casework 
• Anticipate congressional interest 

   

98. Prioritize critical issues. D-3   

99. Resolve or elevate critical issues as appropriate. D-3   

• EAO referral 
• Headquarters referral 
• Congressional VIP visits 

   

    

Behavior/Activity: Fulfill congressional reporting requirements 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

100. Ensure the completion of the congressional interaction report. I   

• Office visits 
• Member participation 
• Member tours 

   

101. Ensure the completion of the congressional weekly report. D-3   

• Affected members 
• Activities 
• Outreach 
• Casework statistics 
• Staffing 
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102. Ensure congressional input to required External Affairs reports. I   

• Sitrep 
• External Affairs Weekly Communications Summary (EAWCS) 

   

    

Behavior/Activity: Coordinate congressional briefings 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

103. Coordinate all logistics specific to congressional briefings. I   

• Location 
• Phone bridge 
• Agendas 
• Congressional participant list 
• Invitation list 

   

104. Coordinate appropriate spokespeople for congressional briefings. I   

• Federal Coordinating Officer (FCO) 
• Program specialist 
• Subject matter experts (SMEs) 
• State officials 

   

105. Ensure that appropriate support materials have been produced and 
distributed. I   

• Talking points 
• Congressional advisories 
• Briefing book 
• Background papers 
• Visuals 
• Publications 

   

106. Conduct the pre-meeting for congressional briefing speakers. I   

• Parameters 
• Agenda 
• Time constraints 

   

107. Facilitate the congressional briefing. I   

108. Complete follow-up activities. I   

• Thank-you notes 
• Reports 
• Follow-up responses 
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Behavior/Activity: Oversee congressional member special event requests 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

109. Collect data related to requests. D-3   

• Type of event 
• Date 
• Time 
• Participants 
• Agenda 

   

110. Coordinate requests with appropriate internal staff. D-3   

• FCO 
• EAO 
• Logistics 
• Special event  
• Security 

   

111. Arrange support for the event as directed. D-3   

• Logistical requirements 
• Security 
• EA planning and products 
• EA support 

   

112. Participate in the event. D-3   

• Facilitator 
• Support 

   

113. Complete follow-up activities. D-3   

• Thank-you notes 
• Reports 
• Follow-up responses 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

114. Negotiate the time of transfer. I   

115. Provide for adequate overlap to ensure efficient transfer of duties. I   

116. Brief replacement on current situation. I   
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117. Ensure that appropriate information is up-to-date. I   

118. Ensure that an effective transfer of duties is accomplished. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

119. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

120. Ensure that closeout records are current, accurate, and complete. D-3   

121. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

122. Obtain performance appraisal from supervisor. I   

123. Report to the Training Unit upon completion of training 
assignment. I   

124. Make return travel arrangements. I   

125. Prepare the final travel voucher. I   

126. Return equipment to the Accountable Property Office (APO). I   

127. Submit the final timesheet, appraisal form, and travel voucher. I   

128. Check out with the Automated Deployment Database (ADD).  I   

129. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   

 





21 November 2011, Revised EA ASST EXTERNAL AFFAIRS OFFICER-CONGRESSIONAL AFFAIRS (AEAC) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 21 

• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident. 

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Asst External Affairs Officer-Congressional Affairs 
(AEAC) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Asst External Affairs Officer-Congressional Affairs 
(AEAC) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Assistant External Affairs Officer-Congressional Affairs (AEAC) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Assistant External Affairs Officer-Community Relations (AECR) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS forms. I   

12. Maintain appropriate span of control. I   

13. Use common terminology. I   

14. Maintain unity of command. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Provide for the safety, welfare, and accountability of all functional 
area personnel. D-3   

16. Recognize potentially hazardous situations. D-3   

17. Communicate potentially hazardous situations. D-3   

18. Use personal protective equipment (PPE) as issued. D-3   

19. Safeguard property and equipment. D-3   

20. Provide current information for the call-down roster. D-3   

21. Maintain the integrity of the call-down roster. D-3   

22. Verify that special precautions are taken when hazards exist. D-3   

23. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-3   

24. Notify the Safety Officer of any accidents. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if the organizational structure is appropriate. D-3   

• Incident objectives and immediate supervisor’s direction 
• Emergency Support Functions (ESFs) assigned 
• Coordination needs at the state and local level 

   

26. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Unity of command 
• Proper ICS positions 

   



EA ASST EXTERNAL AFFAIRS OFFICER-COMMUNITY RELATIONS (AECR) 21 November 2011, Revised 

8 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

27. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned. D-3   

• Location and status of assigned resources 
• Resource identifier, if assigned (e.g., Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

28. Check to ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

29. Discuss findings and recommendations with the immediate 
supervisor as necessary. D-3   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs, if applicable 

   

30. Make any necessary organizational adjustments. D-3   

31. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

32. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

34. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 
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35. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• ESFs 
• Counterparts at all levels 

   

36. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

37. Share current information with co-workers and immediate 
supervisor. I   

38. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

39. Keep the Command and General Staff informed. D-3   

• Current information 
• Significant changes 
• Significant decision and actions 

   

40. Provide the Situation Unit Leader with functional area information 
for the situation report (SITERP). D-3   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Attend scheduled briefings as required. D-3   

42. Brief direct report staff on the details of the functional area’s 
support to the IAP following the Operations briefing. D-3   

• Remind direct report staff that all supervisory personnel need to be 
briefed 

• Ensure assignments are clear and provide additional information 
needed 

• Discuss special safety considerations or situations 
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43. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

44. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

46. Hold personnel accountable for the execution of assigned tasks. D-3   

47. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

48. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

49. Request additional resources or release surplus resources. D-3   

50. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

51. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

52. Ensure that the work completed is consistent with direction, policy, 
and incident objectives. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

53. Keep assigned personnel informed of changes. D-3   

54. Notify the Resource Unit Leader of all resource status changes 
when they occur. D-3   

  



21 November 2011, Revised EA ASST EXTERNAL AFFAIRS OFFICER-COMMUNITY RELATIONS (AECR) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 11 

Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Participate in the preparation of incident plans. D-3   

• Strategic Plan 
• Functional plans 
• Demobilization Plan 
• Evacuation Plan (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

56. Solicit input from appropriate functional area personnel during the 
plan development and provide them an opportunity to review the 
draft document. 

D-3 
  

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

58. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

59. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. I   

60. Represent FEMA in a professional manner when working with 
internal and external parties. I   

61. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

63. Show subordinates how their assignments support the overall 
management of the incident. D-3   

64. Establish work assignments and set priorities. D-3   

65. Take corrective action when problems arise. D-3   

66. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

67. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

68. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

69. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

70. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

71. Prepare and discuss formal performance evaluations. D-3   



21 November 2011, Revised EA ASST EXTERNAL AFFAIRS OFFICER-COMMUNITY RELATIONS (AECR) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 13 

72. Create a work environment that provides mutual respect and equal 
opportunity for functional area personnel. D-3   

73. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

74. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

75. Write performance appraisals and discuss the results with direct 
report staff. D-3   

    

Behavior/Activity: Coordinate with other Assistant External Affairs Officers (AEAOs) 

Competency: Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Meet with other functional areas to understand key issues relevant 
to the incident. D-3   

• Daily interactions other than scheduled meetings 
• Emails 
• One on one 

   

77. Coordinate effectively with other Assistant EAOs to ensure proper 
coordination and timely information exchange. D-3   

• Meeting interaction 
• One on one 

   

    

Behavior/Activity: Coordinate with Division Branch Chiefs from FEMA Program Areas 

Competency: Knowledge of Program & Technical Protocols (C15); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

78. Meet with other program areas to understand their concerns 
relevant to the incident. D-3   

• Daily interactions other than scheduled meetings 
• Emails 
• One on one 

   

79. Coordinate effectively with other program areas to assure that 
issues are coordination and handled in a timely manner. D-3   

• Meeting interaction 
• One on one 
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80. Ensure that all program areas are notified that Community 
Relations is being established. D-3   

    

Behavior/Activity: Coordinate with other agencies 

Competency: Knowledge of Program & Technical Protocols (C15); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Ensure that stakeholders are notified that Community Relations is 
being established. D-3   

82. Contact the state Community Relations Officer to establish the 
baseline for information exchange. D-3   

• Contact information 
• Incident specifics 

   

83. Contact community-based agencies relevant to the incident. D-3   

• Small Business Administration (SBA) 
• Voluntary Organizations Active in Disaster (VOAD) 
• American Red Cross 
• Nongovernment organizations (NGOs) 

   

84. Participate in all relevant National Incident Communication 
Conference Line (NICCL) and State Incident Communication 
Conference Line (SICCL) conference calls. 

D-3 
  

    

Behavior/Activity: Resolve problems or issues identified internally or externally and make effective decisions 

Competency: Decision Making & Judgment (C7); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Resolve or elevate identified community issues. D-3   

• Critical 
• Housing 
• Safety 
• Language (Limited English Proficiency/Additional Communications 

Needs [LEP/ACN]) 
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86. Identify and elevate trends and rumors as appropriate. D-3   

• Inaccurate information 
• Lack of information 
• Housing deficiencies 
• Housing availability 

   

87. Provide input to the Community Relations Strategic Plan as 
directed. D-3   

    

Behavior/Activity: Develop and maintain a Community Relations functional plan 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Receive guidance. D-3   

• EAO 
• Federal Coordinating Officer (FCO) 
• State 
• Operations 

   

89. Identify the operating environment. D-3   

• LEP/ACN and Tribal 
• Demographics 
• Disaster limitations 
• Additional staffing needs 

   

90. Address challenges. D-3   

• Special issues 
• Barriers 
• Boundaries 
• Staffing 
• Resources 
• Weather 

   

91. Provide information to the EAO for staff integration. D-3   

• Schedule 
• Incident Action Plan 
• Demobilization Plan 
• Tasks 
• Deadlines 
• Deliverables 

   

92. Write the functional plan as needed. D-3   

• Initial plan 
• Updates 
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93. Execute the EAO-approved plan. D-3   

    

Behavior/Activity: Coordinate Community Relations activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Oversee internal and external relationships to ensure effective 
communications. D-3   

95. Ensure a timely response to internal and external requests. D-3   

96. Establish the flow of information to best support the mission D-3   

    

Behavior/Activity: Monitor reports and summaries that subordinates provide, in order to provide direction 

Competency: Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

97. Analyze subordinates’ daily summaries. D-3   

98. Ensure that actions were performed on critical issues identified. D-3   

    

Behavior/Activity: Provide support to the EAO 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

99. Provide recommendations on emerging issues. D-3   

100. Provide recommendations on issues affecting survivors and 
communities. D-3   

101. Submit the Community Relations demobilization plan for 
approval. D-3   

102. Provide input for required reports. D-3   
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Behavior/Activity: Ensure Community Relations transition activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

103. Coordinate with internal and external partners. D-3   

104. Approve the transition information packet. D-3   

• Transition letter 
• Transition contact information 

   

105. Perform briefings on Community Relations actions. D-3   

• EAO 
• Community leaders 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

106. Negotiate the time of transfer. I   

107. Provide for adequate overlap to ensure efficient transfer of duties. I   

108. Brief replacement on current situation. I   

109. Ensure that appropriate information is up-to-date. I   

110. Ensure that an effective transfer of duties is accomplished. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

111. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

112. Ensure that closeout records are current, accurate, and complete. D-3   

113. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

114. Obtain performance appraisal from supervisor. I   

115. Report to the Training Unit upon completion of training 
assignment. I   

116. Make return travel arrangements. I   

117. Prepare the final travel voucher. I   

118. Return equipment to the Accountable Property Office (APO). I   

119. Submit the final timesheet, appraisal form, and travel voucher. I   

120. Check out with the Automated Deployment Database (ADD). I   

121. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Asst External Affairs Officer-Community Relations 
(AECR) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Asst External Affairs Officer-Community Relations 
(AECR) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Assistant External Affairs Officer-Community Relations (AECR) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Assistant External Affairs Officer-Joint Information Center (AEIC) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and forms. I   

12. Maintain appropriate span of control. I   

13. Use common terminology. I   

14. Maintain unity of command. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Provide for the safety, welfare, and accountability of all functional 
area personnel. D-3   

16. Recognize potentially hazardous situations. D-3   

17. Communicate potentially hazardous situations. D-3   

18. Use personal protective equipment (PPE) as issued. D-3   

19. Safeguard property and equipment. D-3   

20. Provide current information for the call-down roster. D-3   

21. Maintain the integrity of the call-down roster. D-3   

22. Verify that special precautions are taken when hazards exist. D-3   

23. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-3   

24. Notify the Safety Officer of any accidents. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if the organizational structure is appropriate. D-3   

• Incident objectives and immediate supervisor’s direction 
• Emergency Support Functions (ESFs) assigned 
• Coordination needs at the state and local level 

   

26. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Unity of command 
• Proper ICS positions 

   



EA ASST EXTERNAL AFFAIRS OFFICER-JOINT INFORMATION CENTER (AEIC) 21 November 2011, Revised 

8 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

27. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned. D-3   

• Location and status of assigned resources 
• Resource identifier, if assigned (e.g., Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

28. Check to ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

29. Discuss findings and recommendations with the immediate 
supervisor as necessary. D-3   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs, if applicable 

   

30. Make any necessary organizational adjustments. D-3   

31. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

32. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

34. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 
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35. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• ESFs 
• Counterparts at all levels 

   

36. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

37. Share current information with co-workers and immediate 
supervisor. I   

38. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

39. Keep the Command and General Staff informed. D-3   

• Current information 
• Significant changes 
• Significant decision and actions 

   

40. Provide the Situation Unit Leader with functional area information 
for the situation report (Sitrep). D-3   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Attend scheduled briefings as required. D-3   

42. Brief direct report staff on the details of the functional area’s 
support to the IAP following the Operations briefing. D-3   

• Remind direct report staff that all supervisory personnel need to be 
briefed 

• Ensure assignments are clear and provide additional information 
needed 

• Discuss special safety considerations or situations 
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43. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

44. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

46. Hold personnel accountable for the execution of assigned tasks. D-3   

47. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

48. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

49. Request additional resources or release surplus resources. D-3   

50. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

51. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

52. Ensure that the work completed is consistent with direction, policy, 
and incident objectives. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

53. Keep assigned personnel informed of changes. D-3   

54. Notify the Resource Unit Leader of all resource status changes 
when they occur. D-3   
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Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Participate in the preparation of incident plans. D-3   

• Strategic Plan 
• Functional plans 
• Demobilization Plan 
• Evacuation Plan (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

56. Solicit input from appropriate functional area personnel during the 
plan development and provide them an opportunity to review the 
draft document. 

D-3 
  

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

58. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

59. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. I   

60. Represent FEMA in a professional manner when working with 
internal and external parties. I   

61. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Exhibit principles of duty, integrity, a;nd respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

63. Show subordinates how their assignments support the overall 
management of the incident. D-3   

64. Establish work assignments and set priorities. D-3   

65. Take corrective action when problems arise. D-3   

66. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

67. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

68. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

69. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

70. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

71. Prepare and discuss formal performance evaluations. D-3   
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72. Create a work environment that provides mutual respect and equal 
opportunity for functional area personnel. D-3   

73. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

74. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

75. Write performance appraisals and discuss the results with direct 
report staff. D-3   

    

Behavior/Activity: Coordinate with other Assistant External Affairs Officers (EAOs) 

Competency: Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Meet with other functional areas to understand key issues relevant 
to the incident. D-3   

• Daily interactions other than scheduled meetings 
• Emails 
• One on one 

   

77. Coordinate effectively with other Assistant EAOs to ensure proper 
coordination and timely information exchange. D-3   

• Meeting interaction 
• One on one 

   

    

Behavior/Activity: Coordinate with other agencies 

Competency: Knowledge of Program & Technical Protocols (C15); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

78. Ensure that stakeholders are notified that the Joint Information 
Center is being established. D-3   

79. Contact the state Public Information Officer to establish the 
baseline for information exchange. D-3   

• Contact information 
• Incident specifics 
• Media release approval process 
• Current media analysis 
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80. Contact public information officers of federal agencies relevant to 
the incident. D-3   

• Small Business Administration (SBA) 
• Coast Guard 
• U.S. Army Corp of Engineers 
• American Red Cross 

   

81. Participate in all relevant National Incident Communication 
Conference Line (NICCL) and State Incident Communication 
Conference Line (SICCL) conference calls. 

D-3 
  

    

Behavior/Activity: Resolve problems or issues and make effective decisions 

Competency: Decision Making & Judgment (C7); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Resolve or elevate identified media issues. D-3   

• Critical 
• Policy issues 
• National media 
• International media 

   

83. Identify and elevate trends in media coverage or inquiries as 
appropriate. D-3   

• Media Relations 
• News desk 
• Media analysis 

   

84. Ensure that copies of positive major stories or coverage are 
forwarded as appropriate. D-3   

• Federal Coordinating Officer (FCO) 
• Senior Joint Field Office (JFO) leadership 
• Region 
• FEMA headquarters 

   

85. Provide input to the Joint Information Center Strategic Plan as 
directed. D-3   

  



21 November 2011, Revised EA ASST EXTERNAL AFFAIRS OFFICER-JOINT INFORMATION CENTER (AEIC) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 15 

Behavior/Activity: Develop and maintain a Joint Information Center functional plan 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

86. Receive guidance. D-3   

• EAO 
• FCO 
• State 

   

87. Identify the operating environment. D-3   

• Geographic deployment 
• Media markets 
• Adjacent markets 
• Multilingual markets 
• Additional communicational needs 

   

88. Address challenges. D-3   

• Special issues, including Limited English Proficiency/Additional 
Communication Needs (LEP/ACN) and Tribal if staffed 

• Barriers 
• Boundaries 
• Staffing 
• Resources 
• Weather 

   

89. Develop staff integration criteria. D-3   

• Battle rhythm 
• Demobilization Plan 
• Tasks 
• Deadlines 
• Deliverables 

   

90. Write the functional plan as needed. D-3   

• Initial plan 
• Updates 

   

91. Execute the EAO-approved plan. D-3   
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Behavior/Activity: Serve as the primary spokesperson for the incident 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Perform interviews with media of national scope. D-3   

• Miami Herald 
• Chicago Tribune 
• KABC-TV Los Angeles 

   

93. Coordinate national media requests with the FEMA Director of 
Public Affairs. D-3   

    

Behavior/Activity: Coordinate press conferences 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Coordinate all press conference-specific logistics. D-3   

• Live truck 
• Staging 
• Location 
• Phone bridge 

   

95. Coordinate appropriate spokespeople for the press conference. D-3   

• FCO 
• Program specialist 
• Subject matter experts (SMEs) 
• State Public Information Officer (PIO) 

   

96. Ensure that appropriate support materials have been produced and 
distributed. D-3   

• Talking points 
• Media advisories 
• Background papers 
• Visuals 
• Publications 
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Behavior/Activity: Manage the photography and videography services 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

97. Oversee the photography services and support. D-3   

98. Oversee the videography services and support. D-3   

99. Request and assign a broadcast specialty based on the scope of the 
incident. D-3   

100. Resolve competing priorities to ensure that services are provided 
as needed. D-3   

101. Ensure that projects are coordinated across EA functional areas. D-3   

• Planning and products 
• Special events 
• Media Relations 
• LEP/ACN and Tribal Specialist if staffed 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

102. Negotiate the time of transfer. I   

103. Provide for adequate overlap to ensure efficient transfer of duties. I   

104. Brief replacement on current situation. I   

105. Ensure that appropriate information is up-to-date. I   

106. Ensure that an effective transfer of duties is accomplished. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

107. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

108. Ensure that closeout records are current, accurate, and complete. D-3   

109. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

110. Obtain performance appraisal from supervisor. I   

111. Report to the Training Unit upon completion of training 
assignment. I   

112. Make return travel arrangements. I   

113. Prepare the final travel voucher. I   

114. Return equipment to the Accountable Property Office (APO). I   

115. Submit the final timesheet, appraisal form, and travel voucher. I   

116. Check out with the Automated Deployment Database (ADD). I   

117. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Asst External Affairs Officer-Joint Information 
Centers (AEIC) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Asst External Affairs Officer-Joint Information Center 
(AEIC) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Assistant External Affairs Officer-Joint Information Center (AEIC) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Assistant External Affairs Officer-Intergovernmental (AEIG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 

  



EA ASST EXTERNAL AFFAIRS OFFICER-INTERGOVERNMENTAL (AEIG) 21 November 2011, Revised 

2 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH)  
• Position Task Book (PTB)  
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number  
• Travel authorization number 
• Specific job assignment  
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements  
• Contact procedures during travel  
• Expected duration of assignment  
• Expected working conditions  

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license  
• Passport  
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered  
• Incident facilities, types, and location 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and forms. I   

12. Maintain appropriate span of control. I   

13. Use common terminology. I   

14. Maintain unity of command. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Provide for the safety, welfare, and accountability of all functional 
area personnel. D-3   

16. Recognize potentially hazardous situations. D-3   

17. Communicate potentially hazardous situations. D-3   

18. Use personal protective equipment (PPE) as issued. D-3   

19. Safeguard property and equipment. D-3   

20. Provide current information for the call-down roster. D-3   

21. Maintain the integrity of the call-down roster. D-3   

22. Verify that special precautions are taken when hazards exist. D-3   

23. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-3   

24. Notify the Safety Officer of any accidents. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if the organizational structure is appropriate. D-3   

• Incident objectives and immediate supervisor’s direction 
• Emergency Support Functions (ESFs) assigned 
• Coordination needs at the state and local level 

   

26. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Unity of command  
• Proper ICS positions 
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27. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned. D-3   

• Location and status of assigned resources 
• Resource identifier, if assigned (e.g., Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

28. Check to ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS)  
• Non-FEMA qualified 

   

29. Discuss findings and recommendations with the immediate 
supervisor as necessary. D-3   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs, if applicable 

   

30. Make any necessary organizational adjustments. D-3   

31. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

32. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology  
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

34. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening  
• Eye contact 
• Appropriate body language 
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35. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• ESFs 
• Counterparts at all levels 

   

36. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

37. Share current information with co-workers and immediate 
supervisor. I   

38. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests  

   

39. Keep the Command and General Staff informed. D-3   

• Current information 
• Significant changes 
• Significant decision and actions 

   

40. Provide the Situation Unit Leader with functional area information 
for the situation report (SITREP). D-3   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Attend scheduled briefings as required. D-3   

42. Brief direct report staff on the details of the functional area’s 
support to the IAP following the Operations briefing. D-3   

• Remind direct report staff that all supervisory personnel need to be 
briefed 

• Ensure assignments are clear and provide additional information 
needed 

• Discuss special safety considerations or situations 
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43. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

44. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

46. Hold personnel accountable for the execution of assigned tasks. D-3   

47. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

48. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

49. Request additional resources or release surplus resources. D-3   

50. Make appropriate decisions and/or adjustments based on analyzed 
and validated information.  D-3   

51. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

52. Ensure that the work completed is consistent with direction, policy, 
and incident objectives. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

53. Keep assigned personnel informed of changes. D-3   

54. Notify the Resource Unit Leader of all resource status changes 
when they occur. D-3   
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Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Participate in the preparation of incident plans. D-3   

• Strategic Plan 
• Functional plans 
• Demobilization Plan 
• Evacuation Plan (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

56. Solicit input from appropriate functional area personnel during the 
plan development and provide them an opportunity to review the 
draft document. 

D-3 
  

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

58. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

59. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. I   

60. Represent FEMA in a professional manner when working with 
internal and external parties. I   

61. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

63. Show subordinates how their assignments support the overall 
management of the incident. D-3   

64. Establish work assignments and set priorities. D-3   

65. Take corrective action when problems arise. D-3   

66. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

67. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

68. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance  

   

69. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

70. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

71. Prepare and discuss formal performance evaluations. D-3   
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72. Create a work environment that provides mutual respect and equal 
opportunity for functional area personnel. D-3   

73. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

74. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

75. Write performance appraisals and discuss the results with direct 
report staff. D-3   

    

Behavior/Activity: Coordinate with other Assistant External Affairs Officers (EAOs) 

Competency: Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Meet with other functional areas to understand key issues relevant 
to the incident. D-3   

• Daily interactions other than scheduled meetings 
• Emails 
• One on one 

   

77. Coordinate effectively with other Assistant EAOs to ensure proper 
coordination and timely information exchange. D-3   

• Meeting interaction 
• One on one 
• Briefings  

   

    

Behavior/Activity: Oversee preliminary research 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

78. Ensure that preliminary research on the government structure is 
completed. E   

79. Confirm that the tribal, state, and local profiles are completed. E   

80. Ensure that incident specifics are reviewed. E   

• Daily Communications Summary    
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81. Review the daily media analysis. E   

• Situational awareness 
• Trends 
• Issues 
• Comments by officials 

   

    
Behavior/Activity: Develop and maintain an Intergovernmental Affairs functional plan 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Create the plan based on guidance from the External Affairs 
Officer. D-3   

83. Identify the operating environment. D-3   

• Geographic deployment 
• Functional deployment 
• Political environment 
• Limited English Proficiency/Additional Communication Needs 

(LEP/ACN) and Tribal 

   

84. Address challenges. D-3   

• Special issues  
• Barriers 
• Boundaries 
• Staffing 
• Resources 
• Weather 
• Travel time 

   

85. Develop communication and integration among staff. D-3   

• Daily event schedule 
• Demobilization Plan 
• Tasks 
• Deadlines 
• Deliverables 
• Trainees 
• Team building 

   

86. Write the functional plan as needed. D-3   

• Initial plan 
• Updates  

   

87. Execute the EAO-approved plan. D-3   
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Behavior/Activity: Coordinate outreach and engagement with tribal, state, and local government entities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Ensure that stakeholders are notified that the Intergovernmental 
Affairs functional area of the Joint Field Office (JFO) has been 
established. 

D-3 
  

89. Ensure appropriate contact with tribal, state and local agencies to 
establish the baseline for information exchange. D-3   

• Contact information 
• Incident specifics 
• Government structure 

   

90. Participate in National Incident Communication Conference Line 
(NICCL) and State Incident Communication Conference Line 
(SICCL) conference calls as directed. 

I 
  

91. Monitor activity and contact logs.  I   

• Appropriate activity 
• Timeliness 
• Updates 
• Inquiry resolution 

   

92. Approve Intergovernmental Affairs communications.  I   

• Engagement letters 
• Meeting requests 
• Official correspondence 

   

93. Ensure the completion of the Intergovernmental Affairs 
stakeholder transition. D-3   

• Letters 
• Individual meetings 
• Phone calls 
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Behavior/Activity: Resolve tribal, state, and local issues and make effective decisions 

Competency: Knowledge of Program & Technical Protocols (C15); Decision Making & Judgment (C7)  

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Identify and validate critical issues. D-3   

• Constituent 
• Program-related 
• Misinformation 
• Disaster-specific 
• Inquiries 
• Rumor 

   

95. Analyze critical issues. D-3   

• Thought process 
• Trends 
• Anticipate 

   

96. Prioritize critical issues. D-3   

97. Resolve or elevate critical issues as appropriate. D-3   

    

Behavior/Activity: Fulfill Intergovernmental Affairs reporting requirements 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

98. Ensure the completion of the Intergovernmental Affairs report. D-3   

• Affected stakeholders 
• Activities 
• Outreach 
• Inquiry statistics 
• Staffing 

   

99. Ensure Intergovernmental Affairs’ input to required External 
Affairs reports. I   

• Situation report 
• External Affairs Weekly Communication Summary (EAWCS) 
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Behavior/Activity: Coordinate Intergovernmental Affairs briefings 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

100. Coordinate the logistics specific to Intergovernmental Affairs 
briefings. I   

• Location 
• Agendas 
• Participant list 
• Audience 
• Intergovernmental VIP visits 

   

101. Coordinate with the speakers bureau for speakers at 
Intergovernmental Affairs briefings. I   

• Federal Coordinating Officer (FCO) 
• Program specialist 
• Subject matter experts 
• Tribal, state, and local officials 

   

102. Ensure that appropriate support materials have been produced and 
distributed. I   

• Talking points 
• Disaster-specific 
• Background papers 
• Visuals 
• Publications 

   

103. Conduct the pre-meeting for Intergovernmental Affairs briefing 
speakers. I   

• Parameters 
• Agenda 
• Time constraints 

   

104. Facilitate the Intergovernmental Affairs briefing. I   

105. Complete follow-up activities. I   

• Report 
• Thank-you notes 
• Follow-up responses  
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Behavior/Activity: Oversee Intergovernmental Affairs special event requests 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

106. Collect data related to requests. D-3   

• Type of event/ceremony 
• Date 
• Time 
• Participants 
• Agenda 

   

107. Coordinate requests with appropriate internal staff. D-3   

• FCO 
• EAO 
• Special events 
• Security 

   

108. Arrange support for the event as directed. D-3   

• Logistical requirements 
• EA planning and products 
• EA support 

   

109. Participate in the event. D-3   

• Facilitator 
• Support 

   

110. Complete follow-up activities. D-3   

• Thank-you notes 
• Reports 
• Follow-up responses 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

111. Negotiate the time of transfer. I   

112. Provide for adequate overlap to ensure efficient transfer of duties. I   

113. Brief replacement on current situation. I   
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114. Ensure that appropriate information is up-to-date. I   

115. Ensure that an effective transfer of duties is accomplished. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

116. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

117. Ensure that closeout records are current, accurate, and complete. D-3   

118. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

119. Obtain performance appraisal from supervisor. I   

120. Report to the Training Unit upon completion of training 
assignment. I   

121. Make return travel arrangements. I   

122. Prepare the final travel voucher. I   

123. Return equipment to the Accountable Property Office (APO). I   

124. Submit the final timesheet, appraisal form, and travel voucher. I   

125. Check out with the Automated Deployment Database (ADD).  I   

126. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Asst External Affairs Officer-Intergovernmental 
(AEIG) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Asst External Affairs Officer-Intergovernmental 
(AEIG) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Assistant External Affairs Officer-Intergovernmental (AEIG) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Assistant External Affairs Officer-Planning & Products (AEPP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and forms. I   

12. Maintain appropriate span of control. I   

13. Use common terminology. I   

14. Maintain unity of command. I   

 

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Provide for the safety, welfare, and accountability of all functional 
area personnel. D-3   

16. Recognize potentially hazardous situations. D-3   

17. Communicate potentially hazardous situations. D-3   

18. Use personal protective equipment (PPE) as issued. D-3   

19. Safeguard property and equipment. D-3   

20. Provide current information for the call-down roster. D-3   

21. Maintain the integrity of the call-down roster. D-3   

22. Verify that special precautions are taken when hazards exist. D-3   

23. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-3   

24. Notify the Safety Officer of any accidents. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if the organizational structure is appropriate. D-3   

• Incident objectives and immediate supervisor’s direction 
• Emergency Support Functions (ESFs) assigned 
• Coordination needs at the state and local level 

   

26. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Unity of command 
• Proper ICS positions 

   

27. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned. D-3   

• Location and status of assigned resources 
• Resource identifier, if assigned (e.g., Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

28. Check to ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

29. Discuss findings and recommendations with the immediate 
supervisor as necessary. D-3   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs, if applicable 

   

30. Make any necessary organizational adjustments. D-3   

31. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

32. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

34. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

35. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• ESFs 
• Counterparts at all levels 

   

36. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

37. Share current information with co-workers and immediate 
supervisor. I   

38. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

39. Keep the Command and General Staff informed. D-3   

• Current information 
• Significant changes 
• Significant decision and actions 

   

40. Provide the Situation Unit Leader with functional area information 
for the situation report (Sitrep). D-3   
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Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Attend scheduled briefings as required. D-3   

42. Brief direct report staff on the details of the functional area’s 
support to the IAP following the Operations briefing. D-3   

• Remind direct report staff that all supervisory personnel need to be 
briefed 

• Ensure assignments are clear and provide additional information 
needed 

• Discuss special safety considerations or situations 

   

43. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

44. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

46. Hold personnel accountable for the execution of assigned tasks. D-3   

47. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

48. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

49. Request additional resources or release surplus resources. D-3   
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50. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

51. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

52. Ensure that the work completed is consistent with direction, policy, 
and incident objectives. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

53. Keep assigned personnel informed of changes. D-3   

54. Notify the Resource Unit Leader of all resource status changes 
when they occur. D-3   

    

Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Participate in the preparation of incident plans. D-3   

• Strategic Plan 
• Functional plans 
• Demobilization Plan 
• Evacuation Plan (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

56. Solicit input from appropriate functional area personnel during the 
plan development and provide them an opportunity to review the 
draft document. 

D-3 
  

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

58. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
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59. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. I   

60. Represent FEMA in a professional manner when working with 
internal and external parties. I   

61. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

63. Show subordinates how their assignments support the overall 
management of the incident. D-3   

64. Establish work assignments and set priorities. D-3   

65. Take corrective action when problems arise. D-3   

66. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

67. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

68. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   



21 November 2011, Revised EA ASST EXTERNAL AFFAIRS OFFICER-PLANNING & PRODUCTS (AEPP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 13 

69. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

70. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

71. Prepare and discuss formal performance evaluations. D-3   

72. Create a work environment that provides mutual respect and equal 
opportunity for functional area personnel. D-3   

73. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

74. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

75. Write performance appraisals and discuss the results with direct 
report staff. D-3   

    

Behavior/Activity: Coordinate with other Assistant External Affairs Officers (EAOs) 

Competency: Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Meet with other functional areas to understand key issues relevant 
to the incident. D-3   

• Daily interactions other than scheduled meetings 
• Emails 
• One on one 

   

77. Coordinate effectively with other Assistant EAOs to ensure proper 
coordination and timely information exchange. D-3   

• Meeting interaction 
• One on one 
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Behavior/Activity: Coordinate with other agencies 

Competency: Knowledge of Program & Technical Protocols (C15); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

78. Ensure that stakeholders are notified that Planning & Products is 
being established. D-3   

79. Contact the state Public Information Officer to establish the 
baseline for information exchange. D-3   

• Contact information 
• Incident specifics 
• Media release approval process 

   

80. Participate in all relevant National Incident Communication 
Conference Line (NICCL) and State Incident Communication 
Conference Line (SICCL) conference calls. 

D-3 
  

    

Behavior/Activity: Resolve problems or issues and make effective decisions  

Competency: Decision Making & Judgment (C7); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Resolve or elevate identified media issues. D-3   

• Critical 
• Policy issues 
• National media 
• International media 

   

82. Identify and elevate trends or inquiries as appropriate. D-3   

• Media analysis 
• Reports 
• Liaisons 
• Congressional Affairs 
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Behavior/Activity: Develop and maintain a Planning & Products functional plan 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

83. Receive guidance. D-3   

• EAO 
• Federal Coordinating Officer (FCO) 
• State 

   

84. Identify the operating environment. D-3   

• Geographic deployment 
• Media markets 
• Adjacent markets 
• Multilingual markets 
• Additional communicational needs 

   

85. Address challenges. D-3   

• Special issues (including Limited English Proficiency/Additional 
Communication Needs [LEP/ACN] and Tribal Specialist if staffed) 

• Barriers 
• Boundaries 
• Staffing 
• Resources 
• Weather 

   

86. Develop staff integration criteria. D-3   

• Battle rhythm 
• Demobilization Plan 
• Tasks 
• Deadlines 
• Deliverables 

   

87. Write the functional plan as needed. D-3   

• Initial plan 
• Updates 

   

88. Execute the EAO-approved plan. D-3   
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Behavior/Activity: Oversee the development of the Strategic Communications Plan 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Ensure that reports are consolidated. D-3   

• Liaison 
• Community Relations 
• Congressional Affairs 
• Media Relations 

   

90. Ensure the analysis of trends and issues. D-3   

• Hot issues 
• Program-specific 
• Information 
• Geographic 
• Language 
• Rumors 

   

91. Coordinate the development of the Strategic Communications 
Plan. D-3   

• Course of action 
• Product needs 
• Key messages 
• Target audiences 
• Participants 
• Functional areas 

   

    

Behavior/Activity: Product development 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Ensure that products are developed to support the Strategic 
Communications Plan. D-3   

• News releases 
• Talking points 
• Flyers 
• Fact sheet 

   

93. Ensure that reports are developed and distributed. D-3   

• Daily Communications Summary (DCS) 
• Daily Events Schedule 
• EA Scroll 
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94. Ensure that reporting requirements are met. D-3   

• Headquarters 
• Joint Field Office (JFO) 
• Region 

   

95. Ensure that LEP/ACN are met. D-3   

• Assessment 
• Products 
• Outreach effort 

   

96. Process requests from other outside sources for product 
development. D-3   

• Program request 
• Leadership 
• State 
• Other agencies 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

97. Negotiate the time of transfer. I   

98. Provide for adequate overlap to ensure efficient transfer of duties. I   

99. Brief replacement on current situation. I   

100. Ensure that appropriate information is up-to-date. I   

101. Ensure that an effective transfer of duties is accomplished. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

102. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

103. Ensure that closeout records are current, accurate, and complete. D-3   

104. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

105. Obtain performance appraisal from supervisor. I   

106. Report to the Training Unit upon completion of training 
assignment. I   

107. Make return travel arrangements. I   

108. Prepare the final travel voucher. I   

109. Return equipment to the Accountable Property Office (APO). I   

110. Submit the final timesheet, appraisal form, and travel voucher. I   

111. Check out with the Automated Deployment Database (ADD). I   

112. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Asst External Affairs Officer-Planning & Products 
(AEPP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Asst External Affairs Officer-Planning & Products 
(AEPP) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Assistant External Affairs Officer-Planning & Products (AEPP) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Assistant External Affairs Officer-Private Sector (AEPS) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and forms. I   

12. Maintain appropriate span of control. I   

13. Use common terminology. I   

14. Maintain unity of command. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Provide for the safety, welfare, and accountability of all functional 
area personnel. D-3   

16. Recognize potentially hazardous situations. D-3   

17. Communicate potentially hazardous situations. D-3   

18. Use personal protective equipment (PPE) as issued. D-3   

19. Safeguard property and equipment. D-3   

20. Provide current information for the call-down roster. D-3   

21. Maintain the integrity of the call-down roster. D-3   

22. Verify that special precautions are taken when hazards exist. D-3   

23. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-3   

24. Notify the Safety Officer of any accidents. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if the organizational structure is appropriate. D-3   

• Incident objectives and immediate supervisor’s direction 
• Emergency Support Functions (ESFs) assigned 
• Coordination needs at the state and local level 

   

26. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Unity of command 
• Proper ICS positions 
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27. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned. D-3   

• Location and status of assigned resources 
• Resource identifier, if assigned (e.g., Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

28. Check to ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

29. Discuss findings and recommendations with the immediate 
supervisor as necessary. D-3   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs, if applicable 

   

30. Make any necessary organizational adjustments. D-3   

31. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

32. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

34. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 
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35. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• ESFs 
• Counterparts at all levels 
• ESF-14 
• ESF-6 
• IRS 

   

36. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

37. Share current information with co-workers and immediate 
supervisor. I   

38. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

39. Keep the Command and General Staff informed. D-3   

• Current information 
• Significant changes 
• Significant decision and actions 

   

40. Provide the Situation Unit Leader with functional area information 
for the situation report (Sitrep). D-3   
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Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Attend scheduled briefings as required. D-3   

42. Brief direct report staff on the details of the functional area’s 
support to the IAP following the Operations briefing. D-3   

• Remind direct report staff that all supervisory personnel need to be 
briefed 

• Ensure assignments are clear and provide additional information 
needed 

• Discuss special safety considerations or situations 

   

43. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

44. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

46. Hold personnel accountable for the execution of assigned tasks. D-3   

47. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

48. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

49. Request additional resources or release surplus resources. D-3   
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50. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

51. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

52. Ensure that the work completed is consistent with direction, policy, 
and incident objectives. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

53. Keep assigned personnel informed of changes. D-3   

54. Notify the Resource Unit Leader of all resource status changes 
when they occur. D-3   

    

Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Participate in the preparation of incident plans. D-3   

• Strategic Plan 
• Functional plans 
• Demobilization Plan 
• Evacuation Plan (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

56. Solicit input from appropriate functional area personnel during the 
plan development and provide them an opportunity to review the 
draft document. 

D-3 
  

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

58. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
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59. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. I   

60. Represent FEMA in a professional manner when working with 
internal and external parties. I   

61. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

63. Show subordinates how their assignments support the overall 
management of the incident. D-3   

64. Establish work assignments and set priorities. D-3   

65. Take corrective action when problems arise. D-3   

66. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

67. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

68. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 
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69. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

70. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

71. Prepare and discuss formal performance evaluations. D-3   

72. Create a work environment that provides mutual respect and equal 
opportunity for functional area personnel. D-3   

73. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

74. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

75. Write performance appraisals and discuss the results with direct 
report staff. D-3   

    

Behavior/Activity: Coordinate with other Assistant External Affairs Officers (EAOs) 

Competency: Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Meet with other functional areas to understand key issues relevant 
to the incident. D-3   

• Daily interactions other than scheduled meetings 
• Emails 
• One on one 

   

77. Coordinate effectively with other Assistant EAOs to ensure proper 
coordination and timely information exchange. D-3   

• Meeting interaction 
• One on one 
• Conference call(s) 
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Behavior/Activity: Oversee preliminary research 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

78. Ensure that specialists conduct research duties as assigned. D-3   

• Federal disaster assistance program guidelines and policies 
• Disaster situational awareness 
• Private Sector organizations’ points of contact (POCs) 
• Online sources 

   

79. Confirm that Private Sector stakeholder profiles are completed. E   

80. Ensure that incident specifics are reviewed. E   

• Daily Communications Summary 
• EA functional areas, including Limited English Proficiency/Additional 

Communication Needs (LEP/ACN) and Tribal specialists if staffed 

   

81. Review the daily media analysis. E   

• Situational awareness 
• Trends 
• Issues 

   

    

Behavior/Activity: Develop and maintain a Private Sector functional plan 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Identify the operating environment. D-3   

• Geographic deployment 
• Functional deployment 
• Business environment 
• Political environment 
• LEP/ACN and Tribal 

   

83. Address challenges. D-3   

• Special issues 
• Boundaries 
• Staffing 
• Resources 
• Weather 
• Travel time 
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84. Develop communication and integration among staff. D-3   

• Daily event schedule 
• Demobilization Plan 
• Tasks 
• Deadlines 
• Deliverables 
• Trainees 
• Team building 

   

85. Create the plan based on guidance from the External Affairs 
Officer. D-3   

86. Write the functional plan as needed. D-3   

• Initial plan 
• Updates 

   

87. Execute the EAO-approved plan. D-3   

    

Behavior/Activity: Coordinate Private Sector outreach and engagement. 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Ensure that stakeholders are notified that the Private Sector 
functional area of the Joint Field Office (JFO) has been 
established. 

D-3 
  

89. Ensure communication with appropriate stakeholders to establish 
the baseline for information exchange. D-3   

• Contact information 
• Incident specifics 
• Communication channels 

   

90. Participate in National Incident Communication Conference Line 
(NICCL) and State Incident Communication Conference Line 
(SICCL) conference calls as directed. 

I 
  

91. Monitor the Private Sector inquiry log. I   

• Appropriate activity 
• Timeliness 
• Updates 
• Inquiry resolution 
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92. Develop and implement disaster-specific Private Sector 
communication strategies. I   

• Leadership events (roundtable) 
• Minority networks 
• Back-to-business workshops 

   

93. Ensure the distribution of the response and recovery message to 
Private Sector organizations. I   

• E-News update 
• Business advisories 

   

94. Ensure the distribution of the response and recovery message 
through Private Sector organizations. I   

• Digital billboards 
• High visibility assets 

   

95. Coordinate Private Sector briefing specifics. I   

• Location 
• Agendas 
• Participant list 
• Audience 

   

96. Coordinate with the Speakers Bureau for speakers at Private Sector 
briefings. I   

• Federal Coordinating Officer (FCO) 
• Program specialist 
• Subject matter experts (SMEs) 
• State representatives 
• Small Business Administration (SBA) 

   

97. Ensure the production and distribution of appropriate briefing 
materials. I   

• Talking points 
• Disaster specific 
• Background papers 
• Visuals 
• Publications 

   

98. Facilitate the Private Sector briefing. I   

99. Complete follow-up activities. I   

• Reports 
• Thank-you letters 
• Follow-up responses 

   

100. Ensure the completion of the Private Sector stakeholder transition. D-3   

• Letters 
• Individual meetings 
• Phone calls 
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Behavior/Activity: Resolve Private Sector issues and make effective decisions. 

Competency: Decision Making & Judgment (C7); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

101. Identify and validate critical issues. D-3   

• Stakeholders 
• Program related 
• Misinformation 
• Disaster specific 
• Inquiries 
• Rumors 

   

102. Analyze critical issues. D-3   

• Business impact 
• Trends 
• Anticipate 

   

103. Prioritize critical issues. D-3   

104. Resolve or elevate critical issues as appropriate. D-3   

    

Behavior/Activity: Fulfill Private Sector reporting requirements 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

105. Ensure the completion of the Private Sector report. D-3   

• Affected stakeholders 
• Activities 
• Outreach 
• Inquiry statistics 
• Staffing 

   

106. Ensure Private Sector input to required External Affairs reports. I   

• Situation report 
• External Affairs Weekly Communication Summary (EAWCS) 
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Behavior/Activity: Supervise the Private Sector Specialists 

Competency: Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

107. Direct specialists to work with appropriate internal partners, 
including LEP/ACN and Tribal if staffed to complete assignments. D-3   

108. Direct specialists to work with appropriate external partners to 
complete assignments. D-3   

109. Supervise the specialists as they perform Private Sector outreach. D-3   

• Prioritization 
• Proper resource allocation 
• Private Sector Inquiry Log 
• Coordination 

   

110. Review proposed responses to Private Sector POCs that specialists 
develop, before they are released to Private Sector organizations. D-3   

• Quality 
• Accuracy 
• Format 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

111. Negotiate the time of transfer. I   

112. Provide for adequate overlap to ensure efficient transfer of duties. I   

113. Brief replacement on current situation. I   

114. Ensure that appropriate information is up-to-date. I   

115. Ensure that an effective transfer of duties is accomplished. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

116. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

117. Ensure that closeout records are current, accurate, and complete. D-3   

118. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

119. Obtain performance appraisal from supervisor. I   

120. Report to the Training Unit upon completion of training 
assignment. I   

121. Make return travel arrangements. I   

122. Prepare the final travel voucher. I   

123. Return equipment to the Accountable Property Office (APO). I   

124. Submit the final timesheet, appraisal form, and travel voucher. I   

125. Check out with the Automated Deployment Database (ADD). I   

126. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Asst External Affairs Officer-Private Sector (AEPS) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Asst External Affairs Officer-Private Sector (AEPS) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 



EA ASST EXTERNAL AFFAIRS OFFICER-PRIVATE SECTOR (AEPS) 21 November 2011, Revised 

24 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Assistant External Affairs Officer-Private Sector (AEPS) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Congressional Affairs Manager (CGMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 

  



EA CONGRESSIONAL AFFAIRS MANAGER (CGMG) 21 November 2011, Revised 

2 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

12. Use common terminology. I   
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13. Maintain appropriate span of control. I   

14. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

16. Recognize and communicate potentially hazardous situations. D-3   

17. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

18. Verify that special precautions are taken when hazards exist. D-3   

19. Use personal protective equipment (PPE) when issued. D-3   

20. Safeguard property and equipment. D-3   

21. Provide current information for the call-down roster. D-3   

22. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

24. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

25. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 
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26. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

27. Make any organizational adjustments if necessary. D-3   

28. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

29. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

31. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

32. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   
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35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    
Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates with relevant information on their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   
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41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of functional area personnel status 
changes when they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 
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53. Explain how the functional area’s assignments fit into the context 
of the bigger picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

61. Create a work environment that provides mutual respect and equal 
opportunity for all functional area personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   
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66. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Supervise the Congressional Affairs Specialists 

Competency: Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Ensure that the specialists conduct research duties as assigned. I   

• Daily Communications Summary 
• Federal disaster assistance program guidelines and policies 
• Disaster situational awareness 
• Congressional district office points of contact (POCs) 
• Online sources 
• Congressional district maps 

   

68. Direct specialists to work with appropriate internal partners, 
Limited English Proficiency/Additional Communications Needs 
(LEP/ACN), and the Tribal Specialist, if staffed, to complete 
assignments. 

I 
  

69. Direct specialists to work with appropriate external partners to 
complete assignments. I   

70. Supervise the specialist conducting congressional office visits. D-3   

• Schedule 
• Program information 
• Appropriate response 
• Follow-up 

   

71. Supervise specialists as they carry out casework duties. D-3   

• Prioritization 
• Release of Information (ROI) form 
• Proper resource allocation 
• Congressional Inquiry Log 
• Trends 

   

72. Review proposed responses to congressional POCs that specialists 
develop, before they are released to congressional district offices. I   

• Quality 
• Accuracy 
• Format 
• Content   
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Behavior/Activity: Provide input and support to the Congressional Affairs Assistant External Affairs Officer 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Provide input to the Congressional Affairs Assistant External 
Affairs Officer regarding reporting requirements. I   

• Incident Action Plan (IAP) 
• Situation report (Sitrep) 
• Daily Communications Summary 
• External Affairs Weekly Communications Summary (EAWCS) 

   

74. Provide input to the Congressional Affairs Assistant External 
Affairs Officer to develop appropriate congressional materials for 
distribution. 

D-3 
  

• Congressional briefing presentation 
• Facts sheets 
• Congressional information packets 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Negotiate the time of transition. I   

76. Provide for adequate overlap to ensure efficient transfer of duties. I   

77. Brief replacement on current situation. I   

78. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

79. Ensure that an effective transition of duties is accomplished. I   

80. Notify immediate supervisor when the transition is complete. I   

  



EA CONGRESSIONAL AFFAIRS MANAGER (CGMG) 21 November 2011, Revised 

14 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

82. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

83. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Obtain performance appraisal from supervisor. I   

85. Report to the Training Unit upon completion of training 
assignment. I   

86. Make return travel arrangements. I   

87. Prepare the final travel voucher. I   

88. Return accountable property to the Accountable Property Office 
(APO). I   

89. Submit the final timesheet, appraisal form, and travel voucher. I   

90. Check out with the Automated Deployment Database (ADD). I   

91. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Congressional Affairs Manager (CGMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Congressional Affairs Manager (CGMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 



EA CONGRESSIONAL AFFAIRS MANAGER (CGMG) 21 November 2011, Revised 

18 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Congressional Affairs Manager (CGMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Congressional Affairs Specialist (CGSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies. 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Incident facilities, types, and location 
• Special safety considerations or hazardous situations 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

12. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

14. Advise co-workers of potentially hazardous situations where 
appropriate. I   

15. Use personal protective equipment (PPE) when issued. I   

16. Safeguard property and equipment. I   

17. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

18. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

19. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

20. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

21. Share current information with co-workers and immediate 
supervisor. D-3   
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22. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

24. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

25. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Research congressional districts and disaster situational awareness 

Competency: Researching Information (C21); Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Compare the county map with the congressional district map to 
identify the affected congressional delegations. E   

27. Gather information on disaster situational awareness. I   

• Incident Action Plan (IAP) 
• Preliminary Damage Assessment (PDA) 
• Daily Communications Summary 
• Key congressional districts 
• Demographics 
• Local politics 
• Pertinent legislation 
• Committee membership 
• External Affairs (EA) functional areas including Limited English 

Proficiency/Additional Communications Needs (LEP/ACN) and Tribal 
Specialist, if staffed 
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28. Review the current federal disaster assistance program guidelines 
and policies. E   

• Individual Households Program (IHP) maximum amount of assistance 
• Public Assistance program limits and cost-share 
• Mitigation plans and issues 

   

29. Identify points of contact for each congressional district office. I   

30. Visit websites and news sources for recent media activities related 
to your congressional districts. E   

• Congressional member’s Facebook page 
• Twitter 
• Office site 
• Media Monitoring Report (Disaster Report) 
• FEMA Daily Clips 

   

    

Behavior/Activity: Work with internal partners 

Competency: Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Coordinate with the EA Program Liaison Specialist if the position 
is staffed, otherwise inform internal partners—including LEP/ACN 
and Tribal Specialists, if staffed—of congressional concerns 
relevant to their program area, as directed. 

D-3 
  

32. Coordinate with the EA Program Liaison Specialist if the position 
is staffed, otherwise collaborate with program leads to identify 
congressional issues and resolve problems, as directed. 

D-3 
  

33. Gather information from Planning & Products that can be used for 
congressional outreach, as directed. I   

34. Coordinate congressional activities with other federal agencies, as 
directed. I   

• Small Business Administration (SBA) 
• U.S. Department of Agriculture (USDA) 
• U.S. Army Corps of Engineers (USACE) 
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Behavior/Activity: Work with external partners 

Competency: Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Make initial contact with congressional district offices and 
exchange contact information. I   

36. Create and/or update an email distribution list of congressional 
district staff members. I   

37. Provide congressional offices with materials and information for 
their constituents. I   

• Program information 
• Fact sheets 
• News releases 
• Congressional advisories 

   

38. Respond to congressional requests. I   

• Speaker requests 
• Special issue/project meetings 
• Visit requests 

   

39. Maintain communication with congressional offices and update 
them on the disaster operation. D-3   

40. Participate in the congressional briefing(s). D-3   

• In-person 
• Conference call 
• Video teleconference (VTC) 

   

41. Provide support for congressional member/staff visits to the 
disaster. D-3   

• Disaster Recovery Center (DRC) visits 
• Joint Field Office (JFO) tour 
• Congressional news conference 

   

42. Attend meetings and briefings with congressional counterparts. D-3   

• Public Assistance applicant briefings 
• Town hall meetings 
• Community meetings 
• DRC visits 
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Behavior/Activity: Conduct congressional office visits 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Schedule the congressional office visit. D-3   

• Participants 
• Agenda 
• Logistics 

   

44. Provide program information packets. D-3   

• Updated disaster statistics 
• Program brochures or books 
• Flyers 

   

45. Respond appropriately to staff questions. D-3   

• Nonpartisan 
• Educational opportunities 

   

46. Provide necessary follow-up. D-3   

• Thank-you email 
• Reports 
• Additional responses as required 
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Behavior/Activity: Conduct congressional district office casework 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Identify the contact person for casework from each relevant 
program area, as directed. D-3   

48. Prioritize requests and establish a response deadline for all 
casework-related inquires. D-3   

49. Obtain the Release of Information (ROI) form from congressional 
offices for each case. D-3   

50. Research cases using available resources. D-3   

• Individual Assistance (IA) contact 
• National Emergency Management Information System (NEMIS) 
• Public Assistance (PA) contact 
• Mitigation contact 

   

51. Develop casework responses in coordination with immediate 
supervisor. D-3   

• Telephone 
• Email 
• Letter 

   

52. Input data into the Congressional Inquiry Log. D-3   

• Responses 
• Inquiries 
• Name/title/office 
• Issue 
• Resolution 
• Verbal communications 
• Written communications 

   

53. Compare inquires to identify trends within the Congressional 
Inquiry Log. D-3   

• Housing needs 
• Misunderstanding 
• Inspector issues 
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Behavior/Activity: Effectively transition position duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Obtain the time of transition from immediate supervisor. I   

55. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

56. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Obtain performance appraisal from supervisor. I   

58. Report to the Training Unit upon completion of training 
assignment. I   

59. Make return travel arrangements. I   

60. Prepare the final travel voucher. I   

61. Return accountable property to the Accountable Property Office 
(APO). I   

62. Submit the final timesheet, appraisal form, and travel voucher. I   

63. Check out with the Automated Deployment Database (ADD). I   

64. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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Events Specialty 
Behavior/Activity: Plan special events 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain the purpose of the special event from supervisor. D-3   

• Media 
• Tour of disaster area 
• Meeting of officials 

   

2. Establish objectives for the special event. D-3   

• Disaster update 
• Successful coordination of recovery efforts 
• Effective federal/state partnership 
• Offset negative media 

   

3. Identify and select visit location. D-3   

• School  
• Business 
• Individual home 
• Hospital 
• Shelter 

   

    

Behavior/Activity: Coordinate the special event 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

4. Coordinate with key parties involved in the event.  D-3   

• Secret Service 
• Transportation Security Administration (TSA) 
• Agency of principal involved 
• State/local police 
• State officials 
• Congressional members 
• Federal Coordinating Officer (FCO) 
• Subject matter experts 
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5. Coordinate with JFO elements as needed.  D-3   

• EA functional areas 
• Safety  
• Security 
• Operations (transportation needs, logistics) 
• Planning  

   

    

Behavior/Activity: Develop an implementation plan and schedule 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

6. Coordinate with affected parties to determine an acceptable 
schedule D-3   

• Home owners 
• Business owners 
• Public facilities 

   

7. Develop the event schedule D-3   

• Travel times 
• Designated routes 

   

8. Develop event logistics D-3   

• Mode of transportation 
• Electronic equipment 
• Pipe and Drape 
• Site access for all participants and attendees 
• Media access 
• Food 
• After-event cleanup/return to normal 

   

9. Establish contingency plans for potential problems/issues. D-3   

• Weather 
• Change in route 
• Delays 

   

10. Rehearse the event in real time at the scheduled time. D-3   

• Drive route 
• Entry/exit ways 
• Parking availability 
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Behavior/Activity: Implement the special event 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Implement the special event in accordance with the plan. D-3   

12. Identify and forward all follow-up actions to appropriate parties. D-3   

• Individual case questions 
• Follow-up to any committed actions 
• Thank-you letters 

   

13. Assess the special event to identify lessons learned. D-3   

• Debrief team 
• After-action report 
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Congressional Affairs Specialist (CGSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Congressional Affairs Specialist (CGSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Congressional Affairs Specialist (CGSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Community Relations Assistant Manager (COAM) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  



21 November 2011, Revised EA COMMUNITY RELATIONS ASSISTANT MANAGER (COAM) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 3 

 

1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   



EA COMMUNITY RELATIONS ASSISTANT MANAGER (COAM) 21 November 2011, Revised 

6 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 
• Flyers 
• News Desk number 
• Public Information Officer (PIO) number 
• Incident Action Plan (IAP) 
• Daily Communications Summary 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 
• Geographic area 
• Functional area 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

11. Verify that communication channels are working from the 
assigned area. D-3   

• Air Card 
• Computer 
• Cell phone 

   

12. Perform initial report to supervisor indicating that the assigned 
area has been reached. D-3   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

14. Use common terminology. I   

15. Maintain appropriate span of control. I   

16. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

17. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

18. Recognize and communicate potentially hazardous situations. D-3   

19. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

20. Verify that special precautions are taken when hazards exist. D-3   

21. Use personal protective equipment (PPE) when issued. D-3   

22. Safeguard property and equipment. D-3   

23. Provide current information for the call-down roster. D-3   

24. Maintain the integrity of the call-down roster of subordinates. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

26. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

27. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

28. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

29. Make any organizational adjustments if necessary. D-3   

30. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

31. Request additional personnel, supplies, services, and equipment 
needed. D-3   

 

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 
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33. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

34. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

35. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

36. Share current information with co-workers and immediate 
supervisor. D-3   

37. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

 

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Attend scheduled briefings as required. D-3   

39. Brief subordinates with relevant information on their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types and location 
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40. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

41. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

43. Hold personnel accountable for the execution of assigned tasks. D-3   

44. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

45. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

46. Request additional resources or release surplus resources. D-3   

47. Address logistical problems that subordinates report. D-3   

48. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

49. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

50. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

51. Keep assigned personnel informed of changes. D-3   
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52. Notify immediate supervisor of functional area personnel status 
changes when they occur. D-3   

53. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

55. Explain how the functional area’s assignments fit into the context 
of the bigger picture. D-3   

56. Establish work assignments and set priorities. D-3   

57. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

58. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

59. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 
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60. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

61. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

62. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

63. Create a work environment that provides mutual respect and equal 
opportunity for all functional area personnel. D-3   

64. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

65. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

66. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

67. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

68. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Ensure that Community Relations Specialists have tested communications equipment in 
their assigned areas 

Competency: Leadership (C16) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

69. Ensure that supervised personnel arrive successfully at their 
assigned locations. D-3   

• Updated lodging information 
• Collected contact information 
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70. Ensure that communication channels are working from the 
assigned area. D-3   

• Air Card 
• Computer 
• Cell phone 

   

71. Resolve communications/equipment issues with External Affairs 
(EA) Resource Support. D-3   

    

Behavior/Activity: Manage required working relationships within FEMA and community-based 
organizations 

Competency: Knowledge of Program & Technical Protocols (C15); Teamwork (C22) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Direct Community Relations Specialists to meet with counterparts 
from the Operations Branch, Joint Information Center (JIC), 
Disaster Recovery Manager, and Intergovernmental Affairs 
(IGA)/Tribal to agree on a working relationship. 

D-3 

  

• Reporting of immediate issues 
• Establishment of communications lines 
• Guidelines for meeting with area Emergency Manager 
• Sharing information on state issues 

   

73. Oversee Community Relations Specialists in establishing 
appropriate communications channels. D-3   

• Contact list 
• Community meetings calendar 
• Daily meeting 

   

 

Behavior/Activity: Receive Joint Field Office (JFO) requests for support and handle appropriately 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Analyze requests to assure the availability of resources and 
personnel. D-3   

• Personnel 
• Flyers 
• Disaster-related materials 
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75. Assign Community Relations Specialists to handle requests. D-3   

• Town hall meetings 
• Area “blitz” 
• Organized media events 
• Manning points of distribution (PODs) 

   

76. Forward the Community Relations Speakers Bureau Follow-Up 
Meeting Report after review.  D-3   

• Speakers Bureau 
• Report Specialist 

   

    

Behavior/Activity: Process community requests and forward using the proper channels 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

77. Review requests to assure the availability of resources and 
personnel. D-3   

• Speakers Bureau 
• Limited English Proficiency/Additional Communications Needs 

(LEP/ACN) materials 
• Disaster-related materials 

   

78. Take appropriate actions based on review. D-3   

• Forward 
• Satisfy 

   

79. Follow up on all requests. D-3   

• Satisfied 
• Timely 
• Appropriately 

   

    

Behavior/Activity: Manage the dissemination of disaster-specific information products to the community 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

80. Verify the accuracy of completed areas of the responsibility map. D-3   
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81. Confirm that disseminated materials reached the appropriate 
audience. D-3   

• Daily meeting 
• Daily field reports 
• Conference calls 
• Contact information sheet 

   

82. Observe subordinates explaining disaster-specific information. D-3   

• One on one 
• Door to door 
• Community meetings 
• Businesses 
• Appropriate referrals 

   

    

Behavior/Activity: Process Daily Field Reports that subordinates provide 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

83. Take appropriate actions on identified critical issues. D-3   

84. Analyze subordinates’ Daily Field Reports. D-3   

85. Create a daily summary based on analysis of information provided 
in subordinates’ Daily Field Reports and forward to supervisor. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

86. Negotiate the time of transition. I   

87. Provide for adequate overlap to ensure efficient transfer of duties. I   

88. Brief replacement on current situation. I   

89. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 
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90. Ensure that an effective transition of duties is accomplished. I   

91. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

93. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

94. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

95. Obtain performance appraisal from supervisor. I   

96. Report to the Training Unit upon completion of training 
assignment. I   

97. Make return travel arrangements. I   

98. Prepare the final travel voucher. I   

99. Return accountable property to the Accountable Property Office 
(APO). I   

100. Submit the final timesheet, appraisal form, and travel voucher. I   

101. Check out with the Automated Deployment Database (ADD). I   

102. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Community Relations Assistant Manager (COAM) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Community Relations Assistant Manager (COAM) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 



EA COMMUNITY RELATIONS ASSISTANT MANAGER (COAM) 21 November 2011, Revised 

20 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Community Relations Assistant Manager (COAM) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Community Relations Manager (COMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 
• Flyers 
• News Desk number 
• Public Information Officer (PIO) number 
• Incident Action Plan (IAP) 
• Daily Communications Summary 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 
• Geographic area 
• Functional area 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

11. Perform initial report to supervisor indicating that the assigned 
area has been reached. E   

12. Verify that communication channels are working from the assigned 
area. E   

• Air Card 
• Computer 
• Cell phone 
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

14. Use common terminology. I   

15. Maintain appropriate span of control. I   

16. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

17. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

18. Recognize and communicate potentially hazardous situations. D-3   

19. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

20. Verify that special precautions are taken when hazards exist. D-3   

21. Use personal protective equipment (PPE) when issued. D-3   

22. Safeguard property and equipment. D-3   

23. Provide current information for the call-down roster. D-3   

24. Maintain the integrity of the call-down roster of subordinates. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

26. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

27. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

28. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

29. Make any organizational adjustments if necessary. D-3   

30. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

31. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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33. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

34. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

35. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

36. Share current information with co-workers and immediate 
supervisor. D-3   

37. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Attend scheduled briefings as required. D-3   

39. Brief subordinates with relevant information on their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types and location 
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40. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

41. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

43. Hold personnel accountable for the execution of assigned tasks. D-3   

44. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

45. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

46. Request additional resources or release surplus resources. D-3   

47. Address logistical problems that subordinates report. D-3   

48. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

49. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

50. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

51. Keep assigned personnel informed of changes. D-3   

52. Notify immediate supervisor of functional area personnel status 
changes when they occur. D-3   
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53. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

55. Explain how the functional area’s assignments fit into the context 
of the bigger picture. D-3   

56. Establish work assignments and set priorities. D-3   

57. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

58. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

59. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

60. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 
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61. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

62. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

63. Create a work environment that provides mutual respect and equal 
opportunity for all functional area personnel. D-3   

64. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

65. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

66. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

67. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

68. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Oversee Community Relations activities 

Competency: Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

69. Monitor internal and external relationships to ensure effective 
communications. I   

• Program areas 
• Operations 
• Local 
• State 
• Intergovernmental Affairs (IGA)/Tribal 
• Community based 
• Limited English Proficiency (LEP)/Additional Communication Needs 

(ACN) 
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70. Respond to internal and external requests. I   

• Satisfy 
• Forward 
• Deny 

   

71. Keep all stakeholders informed on the resolution and progress of 
requests. I   

• Requester 
• Supervisor 

   

72. Oversee the dissemination of disaster-specific information 
products to the community. I   

73. Encourage the flow of information to best support the mission I   

• Safety issues (Safety Officer) 
• Request for information (Joint Information Center [JIC]) 
• Immediate resource needs 

   

74. Provide guidance/oversight to the CR Assistance Manager. I   

    

Behavior/Activity: Analyze Daily Field Reports that subordinates provide 

Competency: Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Take appropriate actions on identified critical issues. D-3   

76. Analyze subordinates’ Daily Field Reports. D-3   

• Emerging trends 
• Issues 

   

77. Create a daily summary based on analysis of information provided 
in subordinates’ Daily Field Reports and forward to supervisor. D-3   
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Behavior/Activity: Provide support to the Community Relations Assistant External Affairs Officer (AEAO)  

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

78. Provide input in defining the Community Relations field strategy. I   

• Staffing needs 
• Product needs 
• LEP/ACN needs 

   

79. Assist the supervisor with assigning staff to geographical and 
functional area assignments. I   

80. Coordinate with the Speakers Bureau to fulfill requests. I   

81. Provide input for the development of the Community Relations 
Demobilization Plan. I   

82. Provide input for required reports. I   

• Daily Communications Summary 
• IAP 
• Situation report (SITREP) 
• External Affairs Weekly Communion Summary (EAWCS) 

   

    

Behavior/Activity: Coordinate the Community Relations transition activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

83. Coordinate with internal and external partners. D-3   

• FEMA programs 
• Regional offices 
• Headquarters 
• Local 
• State 
• EA functional areas 

   

84. Compile the transition information packet. D-3   

• Approved letter 
• Distributed materials 
• Transition contact information 

   

85. Coordinate the delivery of the completed transition information 
packet. D-3   
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86. Determine the appropriate level of expertise required to fulfill the 
request. D-3   

    

Behavior/Activity: Perform Community Relations-specific transition actions with designated official 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

87. Brief the designated official on Community Relations actions 
performed in the assigned area. D-3   

• Closeout letter 
• Products distributed 
• Key contacts 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Negotiate the time of transition. I   

89. Provide for adequate overlap to ensure efficient transfer of duties. I   

90. Brief replacement on current situation. I   

91. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

92. Ensure that an effective transition of duties is accomplished. I   

93. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

95. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

96. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

97. Obtain performance appraisal from supervisor. I   

98. Report to the Training Unit upon completion of training 
assignment. I   

99. Make return travel arrangements. I   

100. Prepare the final travel voucher. I   

101. Return accountable property to the Accountable Property Office 
(APO). I   

102. Submit the final timesheet, appraisal form, and travel voucher. I   

103. Check out with the Automated Deployment Database (ADD). I   

104. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Community Relations Manager (COMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Community Relations Manager (COMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Community Relations Manger (COMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Community Relations Specialist (COSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies. 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 
• Flyers 
• News Desk number 
• Public Information Officer (PIO) number 
• Incident Action Plan (IAP) 
• Daily Communications Summary 

   

    
Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 

your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Incident facilities, types, and location 
• Special safety considerations or hazardous situations 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 
• Geographic area 
• Functional area 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

11. Perform initial report to supervisor indicating that the assigned 
area has been reached. D-3   

12. Verify that communication channels are working from the assigned 
area. D-3   

• Air Card 
• Computer 
• Cell phone 
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

14. Use common terminology. I   

    

Behavior/Activity:  Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

16. Advise co-workers of potentially hazardous situations where 
appropriate. I   

17. Use personal protective equipment (PPE) when issued. I   

18. Safeguard property and equipment. I   

19. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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21. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

22. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

23. Share current information with co-workers and immediate 
supervisor. D-3   

24. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

26. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

27. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Build the required field working relationship with FEMA counterparts 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Meet with field counterparts from the Operations Branch, Joint 
Information Center (JIC), Disaster Recovery Center (DRC) 
Manager, Private Sector, and Intergovernmental Affairs 
(IGA)/Tribal to agree on a working relationship. 

D-3 
  

• Reporting of immediate issues 
• Establishment of communications lines 
• Guidelines for meeting with area Emergency Manager 
• Sharing information on state issues 
• Coordinating meeting, issues, reports 

   

    

Behavior/Activity: Build the required working relationships with local and community-based organizations 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Identify community-based organizations in the assigned area. D-3   

• Service organizations (Rotary, Elks) 
• Veterans Affairs 
• Faith-based organizations 
• Schools 
• Private nonprofits 
• Department of Health 

   

30. Contact community-based organizations in the area to assess 
needs. D-3   

• Schools 
• Special needs populations 
• Limited English Proficiency/Additional Communications Needs 

(LEP/ACN) populations 
• Disaster assistance information/materials 

   

31. Maintain a calendar of scheduled community-based meetings 
within assigned area. D-3   

• Service organizations 
• Faith-based organizations 
• Private nonprofits 
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Behavior/Activity: Receive requests for support and handle appropriately 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Process community requests and forward using the proper channels 
(Speakers Bureau Request Form). D-3   

• Town hall meetings 
• Area “blitz” 
• Organized media events 
• Manning points of distribution (PODs) 

   

    

Behavior/Activity: Disseminate disaster-specific information products to the community 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Determine appropriate audience for disaster related information. D-3   

• School 
• Special needs 
• LEP/ACN 
• Faith-based 

   

34. Distribute the information as appropriate. D-3   

35. Demonstrate verbally an understanding of the information 
provided. D-3   

• Basic Individual Assistance (IA) program information 
• Small Business Administration (SBA) process 
• Disaster Unemployment Assistance (DUA) 

   

36. Make appropriate referrals for additional assistance. D-3   

• Teleregistration 
• Help line 
• Disaster Recovery Center 
• Service organizations 

   

37. Maintain an accurate map of the completed areas of responsibility. D-3   
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Behavior/Activity: Collect and submit information through appropriate channels  

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Identify critical issues relative to your area of responsibility. D-3   

• Information needs/gaps 
• Housing 
• School closing 
• Lack of commodities 
• Debris 

   

39. Create a contact sheet for all key contacts made. D-3   

• Name/address/phone 
• Organization name 
• Organization size 
• Contact notes 

   

40. Create a Daily Field Report for Community Relations as directed. D-3   

• Identified critical issues 
• Significant trends 
• Tone of your area 
• Community morale 
• Rumors 
• Community outreach successes 
• Available housing 

   

    

Behavior/Activity: Perform Community Relations-specific transition actions with designated official 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Brief the designated official on Community Relations actions 
performed in the assigned area. D-3   

• Transition letter 
• Products distributed 
• Key contacts 
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Behavior/Activity: Effectively transition position duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Obtain the time of transition from immediate supervisor. I   

43. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

44. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Obtain performance appraisal from supervisor. I   

46. Report to the Training Unit upon completion of training 
assignment. I   

47. Make return travel arrangements. I   

48. Prepare the final travel voucher. I   

49. Return accountable property to the Accountable Property Office 
(APO). I   

50. Submit the final timesheet, appraisal form, and travel voucher. I   

51. Check out with the Automated Deployment Database (ADD). I   

52. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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Events Specialty 
Behavior/Activity:  Plan special events 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain the purpose of the special event from supervisor. D-3   

• Media 
• Tour of disaster area 
• Meeting of officials 

   

2. Establish objectives for the special event. D-3   

• Disaster update 
• Successful coordination of recovery efforts 
• Effective federal/state partnership 
• Offset negative media 

   

3. Identify and select visit location. D-3   

• School  
• Business 
• Individual home 
• Hospital 
• Shelter 

   

    

Behavior/Activity: Coordinate the special event 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

4. Coordinate with key parties involved in the event.  D-3   

• Secret Service 
• Transportation Security Administration (TSA) 
• Agency of principal involved 
• State/local police 
• State officials 
• Congressional members 
• Federal Coordinating Officer (FCO) 
• Subject matter experts 
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5. Coordinate with Joint Field Office (JFO) elements as needed.  D-3   

• External Affairs (EA) functional areas 
• Safety  
• Security 
• Operations (transportation needs, logistics) 
• Planning  

   

    

Behavior/Activity: Develop an implementation plan and schedule 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

6. Coordinate with affected parties to determine an acceptable 
schedule. D-3   

• Home owners 
• Business owners 
• Public facilities 

   

7. Develop the event schedule. D-3   

• Travel times 
• Designated routes 

   

8. Develop event logistics. D-3   

• Mode of transportation 
• Electronic equipment 
• Pipe and drape 
• Site access for all participants and attendees 
• Media access 
• Food 
• After-event cleanup/return to normal 

   

9. Establish contingency plans for potential problems/issues. D-3   

• Weather 
• Change in route 
• Delays 

   

10. Rehearse the event in real time at the scheduled time. D-3   

• Drive route 
• Entry/exit ways 
• Parking availability 
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Behavior/Activity: Implement the special event 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Implement the special event in accordance with the plan. D-3   

12. Identify and forward all follow-up actions to appropriate parties. D-3   

• Individual case questions 
• Follow-up to any committed actions 
• Thank-you letters 

   

13. Assess the special event to identify lessons learned. D-3   

• Debrief team 
• After-action report 

   

    

Multilingual Specialty 
Behavior/Activity: Communicate effectively as a multilingual Community Relations Specialist 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Demonstrate the ability to read and speak English fluently. D-3   

2. Demonstrate the ability to read and speak at least one secondary 
language fluently. D-3   

• Spanish 
• Vietnamese 
• American Sign Language (ASL) 

   

3. Demonstrate the ability to perform all Community Relations 
Specialist tasks in at least one secondary language. D-3   

4. Coordinate multilingual media activities with the LEP/ACN 
specialist/Manager. D-3   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Community Relations Specialist (COSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Community Relations Specialist (COSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Community Relations Specialist (COSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Creative Service Manager (CTMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

12. Use common terminology. I   
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13. Maintain appropriate span of control. I   

14. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures  

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

16. Recognize and communicate potentially hazardous situations. D-3   

17. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

18. Verify that special precautions are taken when hazards exist. D-3   

19. Use personal protective equipment (PPE) when issued. D-3   

20. Safeguard property and equipment. D-3   

21. Provide current information for the call-down roster. D-3   

22. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

24. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

25. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 
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26. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

27. Make any organizational adjustments if necessary. D-3   

28. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

29. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

31. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

32. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   
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35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates with relevant information on their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of functional area personnel status 
changes when they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Explain how the functional area’s assignments fit into the context 
of the bigger picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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61. Create a work environment that provides mutual respect and equal 
opportunity for all functional area personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Identify products that support the Strategic Communications Plan 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Coordinate with Strategy & Messaging to determine products best 
suited to support the plan. D-3   

• Releases 
• Flyers 
• Digital media outreach 
• Limited English Proficiency/Additional Communications Needs 

(LEP/ACN) and Tribal 

   

68. Obtain the approval of the Planning & Products Assistant External 
Affairs Officer for proposed products. D-3   

69. Assign products to appropriate staff for development. E   
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Behavior/Activity: Develop a schedule of products 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Prioritize the product development schedule. D-3   

• Due date 
• Target audience 
• Relationship to strategic message 
• Complexity 

   

71. Display the current schedule at an appropriate location. D-3   

• Type (print, web etc.) 
• Assigned writers 
• Deadline 

   

    

Behavior/Activity: Ensure that products meet current standards. 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Verify information within the product. D-3   

• Phone numbers 
• Hyperlinks 
• Names and titles 
• Times 
• Addresses 
• Disaster specifics 

   

73. Ensure that the products are accurate. D-3   

• Spell check 
• Grammar check 
• Proofread 
• Various style guides 

   

74. Review and edit the news release. D-3   

• Accuracy 
• AP Style Guide compliance 
• Appropriate format 
• Seal 
• Taglines 
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75. Review and edit talking points. D-3   

• Watermark 
• Classification (internal/external) 
• Date/time 

   

76. Review and edit public service announcements. D-3   

• Timing 
• Formatting 

   

77. Review and edit flyers. D-3   

• Accuracy 
• Branding 
• Graphics 

   

78. Review and edit the External Affairs Daily Communication 
Summary. D-3   

79. Review and edit External Affairs (EA) advisories. D-3   

• Congressional 
• Intergovernmental 
• Private Sector 
• Media advisories 

   

    

Behavior/Activity: Oversee the finalization of products for distribution 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

80. Establish the product approval process. D-3   

• Signature requirements 
• Sign-off sheet 

   

81. Coordinate the process for distribution. D-3   

• Congressional lead time 
• Digital release time 
• Joint Information Center (JIC) notification 

   

82. File copies of approval forms and approved drafts. D-3   

• Electronic filing 
• Document retention 
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

83. Negotiate the time of transition. I   

84. Provide for adequate overlap to ensure efficient transfer of duties. I   

85. Brief replacement on current situation. I   

86. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

87. Ensure that an effective transition of duties is accomplished. I   

88. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

90. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

91. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Obtain performance appraisal from supervisor. I   

93. Report to the Training Unit upon completion of training 
assignment. I   

94. Make return travel arrangements. I   

95. Prepare the final travel voucher. I   

96. Return accountable property to the Accountable Property Office 
(APO). I   

97. Submit the final timesheet, appraisal form, and travel voucher. I   

98. Check out with the Automated Deployment Database (ADD). I   

99. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Creative Service Manager (CTMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Creative Service Manager (CTMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Creative Service Manager (CTMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Digital Communications Specialist (DCSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Incident facilities, types, and location 
• Special safety considerations or hazardous situations 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

12. Use common terminology. I   
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Behavior/Activity:  Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

14. Advise co-workers of potentially hazardous situations where 
appropriate. I   

15. Use personal protective equipment (PPE) when issued. I   

16. Safeguard property and equipment. I   

17. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

18. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

19. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

20. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

21. Share current information with co-workers and immediate 
supervisor. D-3   
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22. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

24. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

25. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Conduct online market research 

Competency: Researching Information (C21); Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Identify influential social media users and websites in the affected 
communities. I   

• Federal, state, and local partners 
• Nonprofit organizations 
• Faith-based organizations 
• Tribal governments 
• Limited English Proficiency/Additional Communications Needs 

(LEP/ACN) 
• School systems 
• Political figures 
• Reporters 
• Voices from the public 

   

27. Build a database of influential identified users. I   
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Behavior/Activity: Collaborate with stakeholders and counterparts 

Competency: Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Establish contact with online counterparts. I   

• Headquarters (Facebook, main Twitter account, YouTube, FEMA.gov, 
FEMA blog and mobile site) 

• Regional office (Twitter account administrator) 
• State Public Information Officer (PIO) (respective digital channels) 

   

29. Participate in Headquarters social media conference call. E   

30. Identify opportunities for shared messaging and content. D-3   

• Re-tweeting 
• Link sharing 
• Placing widgets 
• Audio recordings 
• Photo sharing 
• Video sharing 

   

    

Behavior/Activity: Conduct online monitoring 

Competency: Researching Information (C21); Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Monitor influential social media users in the affected communities. I   

• Federal, state, and local partners 
• Nonprofit organizations 
• Faith-based organizations 
• Tribal governments 
• Limited English Proficiency/Additional Communications Needs 

(LEP/ACN) 
• School systems 
• Political figures 
• Reporters 
• Voices from the public 
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32. Monitor social media postings. I   

• Twitter (including relevant hash tags) 
• Facebook 
• Video sharing sites (such as YouTube) 
• Blogs 
• Message boards 
• Photo sharing sites (such as Flickr) 

   

33. Refer hot issues to the appropriate External Affairs (EA) functional 
element. I   

34. Refer trend analysis to immediate supervisor. I   

    

Behavior/Activity: Perform online engagement 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Coordinate the response with the appropriate EA function. D-3   

36. Respond with approved language to external social media postings. D-3   

37. Forward potential issues to immediate supervisor. D-3   

38. Keep a log of all social media responses and hot issues. D-3   

39. Post appropriate versions of all products distributed to the Joint 
Information Center (JIC). D-3   

• Facebook 
• Twitter 
• Audio podcast 

   

    

Behavior/Activity: Ensure content development meets Headquarters requirements 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Coordinate with Strategy & Messaging to establish priorities for 
social media content and dissemination. D-3   
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41. Format messaging for publishing on FEMA digital channels. D-3   

• Facebook page 
• Regional Twitter account 
• Main Twitter account 
• FEMA blog 
• FEMA.gov home page 
• FEMA disaster web page 

   

42. Shorten URL’s using Go.usa.gov. E   

43. Ensure that web products are 508 compliant before posting. D-3   

    

Behavior/Activity: Update the JFO website 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Post disaster-specific content. D-3   

45. Coordinate with the Integrated Communications Branch to develop 
a disaster-specific widget. D-3   

46. Coordinate with the JIC to get URLs from audio or video postings. D-3   

    

Behavior/Activity: Effectively transition position duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Obtain the time of transition from immediate supervisor. I   

48. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

49. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Obtain performance appraisal from supervisor. I   

51. Report to the Training Unit upon completion of training 
assignment. I   

52. Make return travel arrangements. I   

53. Prepare the final travel voucher. I   

54. Return accountable property to the Accountable Property Office 
(APO). I   

55. Submit the final timesheet, appraisal form, and travel voucher. I   

56. Check out with the Automated Deployment Database (ADD). I   

57. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Digital Communications Specialist (DCSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Digital Communications Specialist (DCSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Digital Communications Specialist (DCSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA External Affairs Officer Type I (EAO1) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed during the first 72 hours of 
the assignment in a personal go-kit. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain situational information relevant to your assignment. I   

• Resources currently assigned to your Command Staff organization 
• Resources en route and/or ordered for your Command Staff 

organization 
• Incident facilities, types, and location 
• Incident objectives 
• Governor’s guidance 
• State Emergency Management Agency guidance 
• Political issues and sensitivities 
• Staging areas, camps, area field offices, and other incident facilities 
• Information from other personnel responsible for your Command Staff 

organization prior to your arrival, if applicable 
• Review FEMA/state agreement if approved 

   

9. Obtain initial direction from the FCO concerning your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 
• Current state and local priorities 

   

10. Identify issues and concerns of potential relevance to your 
assignment. I   
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11. Attend and participate in the initial Incident Management 
Assistance Team (IMAT) meeting. I   

• Current incident status 
• Obtain FCO priorities and expectations for the IMAT 
• Review roles and responsibilities of IMAT members 
• Resource ordering procedures 
• Public information strategy 
• Planning, Logistics, and Finance/Admin procedures 
• Jurisdictional limitations, concerns, and restrictions 
• Safety and security concerns 
• Special incident considerations 
• Obtain schedule for briefings and meetings 

   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and forms. I   

13. Maintain appropriate span of control. I   

14. Use common terminology. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, welfare, and accountability of your 
Command Staff organization personnel. D-3   

17. Recognize potentially hazardous situations. D-3   

18. Communicate potentially hazardous situations. D-3   

19. Use personal protective equipment (PPE) as issued. D-3   

20. Safeguard property and equipment. D-3   

21. Provide current information for the call-down roster. D-3   
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22. Maintain the integrity of the call-down roster. D-3   

23. Verify that special precautions are taken when hazards exist. D-3   

24. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-3   

25. Notify the Safety Officer of any accidents. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Determine if the organizational structure is appropriate. D-3   

• Incident objectives and FCO’s direction 
• Emergency Support Functions (ESFs) assigned 
• Coordination needs at the state and local level 

   

27. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Unity of command 
• Proper ICS positions 

   

28. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned to your 
Command Staff organization. 

D-3 
  

• Location and status of assigned resources 
• Resource identifier, if assigned 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

29. Check to ensure subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

30. Discuss findings and recommendations with the FCO as necessary. D-3   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs, if applicable 

   

31. Make any necessary organizational adjustments. D-3   
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32. Keep the FCO and assigned personnel informed of organizational 
changes. D-3   

33. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

35. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

36. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• ESFs 
• Counterparts at all levels 

   

37. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

38. Share current information with co-workers and the FCO. I   

39. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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40. Keep the Command and General Staff informed. D-3   

• Current information 
• Significant changes 
• Significant decision and actions 

   

41. Provide the Situation Unit Leader with your Command Staff 
organization’s information for the situation report (Sitrep). D-3   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Attend scheduled briefings as required. D-3   

43. Brief your direct report staff on details of the Command Staff 
organization’s support to the IAP following the Operations 
briefing. 

D-3 
  

• Remind direct report staff that all supervisory personnel need to be 
briefed 

• Ensure that assignments are clear and provide additional information 
needed 

• Discuss special safety considerations or situations 

   

44. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

45. Brief the FCO on results of debriefings. D-3   
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Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Participate in the preparation of incident plans. D-3   

• Strategic Plan 
• Functional plans 
• Demobilization Plan 
• Evacuation Plan (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

47. Solicit input from your appropriate Command Staff organization 
personnel during the plan development and provide them an 
opportunity to review the draft document. 

D-3 
  

    

Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Anticipate your Command Staff organization’s support to 
Operations for the next operational period. D-3   

49. Determine your Command Staff organization’s support capabilities 
based on anticipated needs. D-3   

50. Ensure your Command Staff organization’s participation in the 
Operations Tactics meeting when Command Staff support is 
required. 

D-3 
  

• Discuss with the Operations Section Chief (OSC) if your Command 
Staff organization’s attendance is required 

• Identify additional Command Staff organization resources needed to 
support the next operational-period plan 

• If shortfalls exist, communicate them to the OSC 

   

51. Attend the Command and General Staff planning meeting. D-3   

• Review the IAP 
• Recommend corrections/adjustments to the IAP 
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

53. Hold personnel accountable for the execution of assigned tasks. D-3   

54. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

55. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

56. Request additional resources or release surplus resources. D-3   

57. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

58. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

59. Ensure that the work completed is consistent with direction, policy, 
and incident objectives. D-3   

• FCO’s direction 
• FEMA policies 

   

60. Keep assigned personnel informed of changes. D-3   

61. Notify the Resource Unit Leader of all resource status changes 
when they occur. D-3   

    
Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 

effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

63. Share critical information with state, tribal, and local officials. D-3   

64. Take early action to mitigate or resolve coordination issues. D-3   

65. Foster teamwork and emphasize a unified approach. D-3   
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Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

66. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

67. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

68. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. I   

69. Represent FEMA in a professional manner when working with 
internal and external parties. I   

70. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

72. Show subordinates how their assignments support the overall 
management of the incident. D-3   

73. Establish work assignments and set priorities. D-3   

74. Take corrective action when problems arise. D-3   
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75. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

76. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

77. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

78. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

79. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

80. Prepare and discuss formal performance evaluations. D-3   

81. Create a work environment that provides mutual respect and equal 
opportunity for Command Staff organization personnel. D-3   

82. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

83. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

84. Write performance appraisals and discuss the results with direct 
report staff. D-3   

    

Behavior/Activity: Coordinate with other agencies 

Competency: Knowledge of Program & Technical Protocols (C15); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Participate in all relevant National Incident Communication 
Conference Line (NICCL) and State Incident Communication 
Conference Line (SICCL) conference calls. 

D-1 
  

86. Coordinate with multiple tribal/state public information officials to 
establish the baseline for information exchange. D-1   
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87. Assess the scope of responsibility outside of the assigned incident 
area. D-1   

• Evacuees outside the incident area 
• Media outside the incident area 
• Geographic distribution of External Affairs (EA) functions 

   

88. Support the communication messaging requirements of emergency 
teams when appropriate. D-1   

• Disaster Medical Assistance Team (DMAT) 
• Disaster Mortuary Operational Response Team (DMORT) 
• Veterinary Medical Assistance Team (VMAT) 
• Urban Search and Rescue (USAR) 

   

89. Utilize the Mission Assignment process when appropriate. D-1   

• Types of Mission Assignments 
• Action Request Forms (ARFs) 

   

    

Behavior/Activity: Demonstrate decision-making ability under pressure 

Competency: Leadership (C16); Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

90. Demonstrate the ability to make multiple critical decisions under 
extreme deadlines. D-1   

91. Demonstrate the ability to handle multiple concurrent activities in 
stressful situations. D-1   

92. Demonstrate the ability to delegate effectively. D-1   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

93. Negotiate the time of transfer. I   

94. Provide for adequate overlap to ensure efficient transfer of duties. I   

95. Brief replacement on current situation. I   

96. Ensure that appropriate information is up-to-date. I   

97. Ensure that an effective transfer of duties is accomplished. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

98. Coordinate with the FCO to develop and carry out a staff reduction 
plan. D-3   

99. Ensure that closeout records are current, accurate, and complete. D-3   

100. Submit items for the Remedial Action Management Program 
(RAMP) to the Planning Section Chief. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

101. Obtain performance appraisal from supervisor. I   

102. Report to the Training Unit upon completion of training 
assignment. I   

103. Make return travel arrangements. I   

104. Prepare the final travel voucher. I   

105. Return equipment to the Accountable Property Office (APO). I   

106. Submit the final timesheet, appraisal form, and travel voucher. I   

107. Check out with the Automated Deployment Database (ADD). I   

108. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA External Affairs Officer Type I (EAO1) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA External Affairs Officer Type I (EAO1) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA External Affairs Officer Type I (EAO1) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA External Affairs Officer Type II (EAO2) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed during the first 72 hours of 
the assignment in a personal go-kit. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain situational information relevant to your assignment. I   

• Resources currently assigned to your Command Staff organization 
• Resources en route and/or ordered for your Command Staff 

organization 
• Incident facilities, types, and location 
• Incident objectives 
• Governor’s guidance 
• State Emergency Management Agency guidance 
• Political issues and sensitivities 
• Staging areas, camps, area field offices, and other incident facilities 
• Information from other personnel responsible for your Command Staff 

organization prior to your arrival, if applicable 
• Review FEMA/state agreement if approved 

   

9. Obtain initial direction from the FCO concerning your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 
• Current state and local priorities 

   

10. Identify issues and concerns of potential relevance to your 
assignment. I   
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11. Attend and participate in the initial Incident Management 
Assistance Team (IMAT) meeting. I   

• Current incident status 
• Obtain FCO priorities and expectations for the IMAT 
• Review roles and responsibilities of IMAT members 
• Resource ordering procedures 
• Public information strategy 
• Planning, Logistics, and Finance/Admin procedures 
• Jurisdictional limitations, concerns, and restrictions 
• Safety and security concerns 
• Special incident considerations 
• Obtain schedule for briefings and meetings 

   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and forms. I   

13. Maintain appropriate span of control. I   

14. Use common terminology. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, welfare, and accountability of your 
Command Staff organization personnel. D-3   

17. Recognize potentially hazardous situations. D-3   

18. Communicate potentially hazardous situations. D-3   

19. Use personal protective equipment (PPE) as issued. D-3   

20. Safeguard property and equipment. D-3   

21. Provide current information for the call-down roster. D-3   

22. Maintain the integrity of the call-down roster. D-3   
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23. Verify that special precautions are taken when hazards exist. D-3   

24. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-3   

25. Notify the Safety Officer of any accidents. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Determine if the organizational structure is appropriate. D-3   

• Incident objectives and FCO’s direction 
• Emergency Support Functions (ESFs) assigned 
• Coordination needs at the state and local level 

   

27. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Unity of command 
• Proper ICS positions 

   

28. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned to your 
Command Staff organization. 

D-3 
  

• Location and status of assigned resources 
• Resource identifier, if assigned 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

29. Check to ensure subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

30. Discuss findings and recommendations with the FCO as necessary. D-3   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs, if applicable 

   

31. Make any necessary organizational adjustments. D-3   
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32. Keep the FCO and assigned personnel informed of organizational 
changes. D-3   

33. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

35. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

36. Establish and maintain positive interpersonal and interagency 
working relationships (interface). I   

• Participating agencies 
• ESFs 
• Counterparts at all levels 

   

37. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

38. Share current information with co-workers and the FCO. I   

39. Be an effective team player (teambuilding). I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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40. Keep the Command and General Staff informed. D-3   

• Current information 
• Significant changes 
• Significant decision and actions 

   

41. Provide the Situation Unit Leader with your Command Staff 
organization’s information for the situation report (Sitrep). D-3   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Attend scheduled briefings as required. D-3   

43. Brief your direct report staff on details of the Command Staff 
organization’s support to the IAP following the Operations 
briefing. 

D-3 
  

• Remind direct report staff that all supervisory personnel need to be 
briefed 

• Ensure that assignments are clear and provide additional information 
needed 

• Discuss special safety considerations or situations 

   

44. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

45. Brief the FCO on results of debriefings. D-3   
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Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Solicit input from your appropriate Command Staff organization 
personnel during the plan development and provide them an 
opportunity to review the draft document. 

D-3 
  

47. Participate in the preparation of incident plans. D-3   

• Strategic Plan 
• Functional plans 
• Demobilization Plan 
• Evacuation Plan (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

    

Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Anticipate your Command Staff organization’s support to 
Operations for the next operational period. D-3   

49. Determine your Command Staff organization’s support capabilities 
based on anticipated needs. D-3   

50. Ensure your Command Staff organization’s participation in the 
Operations Tactics meeting when Command Staff support is 
required. 

D-3 
  

• Discuss with the Operations Section Chief (OSC) if your Command 
Staff organization’s attendance is required 

• Identify additional Command Staff organization resources needed to 
support the next operational-period plan 

• If shortfalls exist, communicate them to the OSC 

   

51. Attend the Command and General Staff planning meeting. D-3   

• Review the IAP 
• Recommend corrections/adjustments to the IAP 
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

53. Hold personnel accountable for the execution of assigned tasks. D-3   

54. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

55. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

56. Request additional resources or release surplus resources. D-3   

57. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

58. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

59. Ensure that the work completed is consistent with direction, policy, 
and incident objectives. D-3   

• FCO’s direction 
• FEMA policies 

   

60. Keep assigned personnel informed of changes. D-3   

61. Notify the Resource Unit Leader of all resource status changes 
when they occur. D-3   

    
Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 

effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

63. Share critical information with state, tribal, and local officials. D-3   

64. Take early action to mitigate or resolve coordination issues. D-3   

65. Foster teamwork and emphasize a unified approach. D-3   
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Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

66. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

67. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

68. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. I   

69. Represent FEMA in a professional manner when working with 
internal and external parties. I   

70. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

72. Show subordinates how their assignments support the overall 
management of the incident. D-3   

73. Establish work assignments and set priorities. D-3   

74. Take corrective action when problems arise. D-3   
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75. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

76. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

77. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

78. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

79. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

80. Prepare and discuss formal performance evaluations. D-3   

81. Create a work environment that provides mutual respect and equal 
opportunity for Command Staff organization personnel. D-3   

82. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

83. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

84. Write performance appraisals and discuss the results with direct 
report staff. D-3   

    

Behavior/Activity:  Coordinate with other agencies 

Competency: Knowledge of Program & Technical Protocols (C15); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Participate in all relevant National Incident Communication 
Conference Line (NICCL) and State Incident Communication 
Conference Line (SICCL) conference calls. 

D-2 
  

86. Coordinate with tribal/state public information officials to establish 
the baseline for information exchange, including Limited English 
Proficiency/Additional Communications Needs (LEP/ACN) issues. 

D-2 
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87. Use the capabilities of other ESFs to support the External Affairs 
(EA) mission when appropriate. D-2   

88. Utilize the Mission Assignment process when appropriate. D-2   

• Types of Mission Assignments 
• Action Request Forms (ARFs) 

   

    

Behavior/Activity: Support the FCO on all External Affairs matters 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Represent the FCO as requested. D-2   

• Press briefings 
• Public meetings 
• Private meetings 

   

90. Accompany the FCO to various events as requested. D-2   

• Media interviews 
• Congressional meetings 
• Public meetings 
• Press conferences 
• VIP visits 

   

    

Behavior/Activity: Demonstrate decision-making ability under pressure 

Competency: Decision Making & Judgment (C7); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Demonstrate the ability to make multiple critical decisions under 
extreme deadlines. D-2   

92. Demonstrate the ability to handle multiple concurrent activities in 
stressful situations. D-2   

93. Demonstrate the ability to delegate effectively. D-2   
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Negotiate the time of transfer. I   

95. Provide for adequate overlap to ensure efficient transfer of duties. I   

96. Brief replacement on current situation. I   

97. Ensure that appropriate information is up-to-date. I   

98. Ensure that an effective transfer of duties is accomplished. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

99. Coordinate with the FCO to develop and carry out a staff reduction 
plan. D-3   

100. Ensure that closeout records are current, accurate, and complete. D-3   

101. Submit items for the Remedial Action Management Program 
(RAMP) to the Planning Section Chief. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

102. Obtain performance appraisal from supervisor. I   

103. Report to the Training Unit upon completion of training 
assignment. I   

104. Make return travel arrangements. I   

105. Prepare the final travel voucher. I   

106. Return equipment to the Accountable Property Office (APO). I   

107. Submit the final timesheet, appraisal form, and travel voucher. I   

108. Check out with the Automated Deployment Database (ADD). I   

109. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA External Affairs Officer Type II (EAO2) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA External Affairs Officer Type II (EAO2) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA External Affairs Officer Type II (EAO2) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA External Affairs Officer Type III (EAO3) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed during the first 72 hours of 
the assignment in a personal go-kit. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain situational information relevant to your assignment. I   

• Resources currently assigned to your Command Staff organization 
• Resources en route and/or ordered for your Command Staff 

organization 
• Incident facilities, types, and location 
• Incident objectives 
• Governor’s guidance 
• State Emergency Management Agency guidance 
• Political issues and sensitivities 
• Staging areas, camps, area field offices, and other incident facilities 
• Information from other personnel responsible for your Command Staff 

organization prior to your arrival, if applicable 
• Review FEMA/state agreement if approved 

   

9. Obtain initial direction from the FCO concerning your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 
• Current state and local priorities 

   

10. Identify issues and concerns of potential relevance to your 
assignment. I   
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11. Attend and participate in the initial Incident Management 
Assistance Team (IMAT) meeting. I   

• Current incident status 
• Obtain FCO priorities and expectations for the IMAT 
• Review roles and responsibilities of IMAT members 
• Resource ordering procedures 
• Public information strategy 
• Planning, Logistics, and Finance/Admin procedures 
• Jurisdictional limitations, concerns, and restrictions 
• Safety and security concerns 
• Special incident considerations 
• Obtain schedule for briefings and meetings 

   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and forms. I   

13. Maintain appropriate span of control. I   

14. Use common terminology. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, welfare, and accountability of your 
Command Staff organization personnel. D-3   

17. Recognize potentially hazardous situations. D-3   

18. Communicate potentially hazardous situations. D-3   

19. Use personal protective equipment (PPE) as issued. D-3   

20. Safeguard property and equipment. D-3   

21. Provide current information for the call-down roster. D-3   
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22. Maintain the integrity of the call-down roster. D-3   

23. Verify that special precautions are taken when hazards exist. D-3   

24. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-3   

25. Notify the Safety Officer of any accidents. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Determine if the organizational structure is appropriate. D-3   

• Incident objectives and FCO’s direction 
• Emergency Support Functions (ESFs) assigned 
• Coordination needs at the state and local level 

   

27. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Unity of command 
• Proper ICS positions 

   

28. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned to your 
Command Staff organization. 

D-3 
  

• Location and status of assigned resources 
• Resource identifier, if assigned 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

29. Check to ensure subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

30. Discuss findings and recommendations with the FCO as necessary. D-3   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs, if applicable 

   

31. Make any necessary organizational adjustments. D-3   
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32. Keep the FCO and assigned personnel informed of organizational 
changes. D-3   

33. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

35. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

36. Establish and maintain positive interpersonal and interagency 
working relationships (interface). I   

• Participating agencies 
• ESFs 
• Counterparts at all levels 

   

37. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

38. Share current information with co-workers and the FCO. I   

39. Be an effective team player (teambuilding). I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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40. Keep the Command and General Staff informed. D-3   

• Current information 
• Significant changes 
• Significant decision and actions 

   

41. Provide the Situation Unit Leader with your Command Staff 
organization’s information for the situation report (Sitrep). D-3   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Attend scheduled briefings as required. D-3   

43. Brief your direct report staff on details of the Command Staff 
organization’s support to the IAP following the Operations 
briefing. 

D-3 
  

• Remind direct report staff that all supervisory personnel need to be 
briefed 

• Ensure that assignments are clear and provide additional information 
needed 

• Discuss special safety considerations or situations 

   

44. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

45. Brief the FCO on results of debriefings. D-3   
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Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Participate in the preparation of incident plans. D-3   

• Strategic Plan 
• Functional plans 
• Demobilization Plan 
• Evacuation Plan (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

47. Solicit input from your appropriate Command Staff organization 
personnel during the plan development and provide them an 
opportunity to review the draft document. 

D-3 
  

    

Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Anticipate your Command Staff organization’s support to 
Operations for the next operational period. D-3   

49. Determine your Command Staff organization’s support capabilities 
based on anticipated needs. D-3   

50. Ensure your Command Staff organization’s participation in the 
Operations Tactics meeting when Command Staff support is 
required. 

D-3 
  

• Discuss with the Operations Section Chief (OSC) if your Command 
Staff organization’s attendance is required 

• Identify additional Command Staff organization resources needed to 
support the next operational-period plan 

• If shortfalls exist, communicate them to the OSC 

   

51. Attend the Command and General Staff Planning meeting. D-3   

• Review the IAP 
• Recommend corrections/adjustments to the IAP 
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

53. Hold personnel accountable for the execution of assigned tasks. D-3   

54. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

55. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

56. Request additional resources or release surplus resources. D-3   

57. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

58. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

59. Ensure that the work completed is consistent with direction, policy, 
and incident objectives (policy). D-3   

• FCO’s direction 
• FEMA policies 

   

60. Keep assigned personnel informed of changes. D-3   

61. Notify the Resource Unit Leader of all resource status changes 
when they occur. D-3   

    
Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 

effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

63. Share critical information with state, tribal, and local officials. D-3   

64. Take early action to mitigate or resolve coordination issues. D-3   

65. Foster teamwork and emphasize a unified approach. D-3   
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Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

66. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

67. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy (policy). 

I 
  

68. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. I   

69. Represent FEMA in a professional manner when working with 
internal and external parties (interface). I   

70. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

72. Show subordinates how their assignments support the overall 
management of the incident. D-3   

73. Establish work assignments and set priorities. D-3   

74. Take corrective action when problems arise. D-3   
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75. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

76. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

77. Provide continuous feedback on performance (mentoring). D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

78. Ensure that personnel receive needed training and coaching 
(mentoring). D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills (mentoring) 

   

79. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

80. Prepare and discuss formal performance evaluations. D-3   

81. Create a work environment that provides mutual respect and equal 
opportunity for Command Staff organization personnel 
(teambuilding). 

D-3 
  

82. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

83. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

84. Write performance appraisals and discuss the results with direct 
report staff. D-3   

    

Behavior/Activity: Implement the External Affairs Strategic Communications Plan 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Coordinate with the FCO to obtain communication priorities. D-3   

86. Identify Headquarters/regional communications priorities. D-3   
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87. Provide external inputs to Planning & Products (P&P) to add to the 
communications plan. D-3   

• FCO 
• Region 
• Headquarters 
• DHS 
• White House 

   

88. Approve the final Strategic Communications Plan. D-3   

    

Behavior/Activity: Oversee the implementation of functional plans 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Approve EA functional plans. D-3   

• P&P 
• Joint Information Center (JIC) 
• Congressional Affairs (CA) 
• Community Relations (CR) 
• Intergovernmental Affairs (IGA) 
• Private Sector (PS) 

   

    

Behavior/Activity: Coordinate with other agencies 

Competency: Knowledge of Program & Technical Protocols (C15); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

90. Participate in all relevant National Incident Communication 
Conference Line (NICCL) and State Incident Communication 
Conference Line (SICCL) conference calls. 

D-3 
  

91. Coordinate with tribal/state public information officials to establish 
the baseline for information exchange, including Limited English 
Proficiency/Additional Communications Needs (LEP/ACN) issues. 

D-3 
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Behavior/Activity: Support the FCO on all External Affairs matters 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Represent the FCO as requested. D-3   

• Press briefings 
• Public meetings 
• Private meetings 

   

93. Accompany the FCO to various events as requested. D-3   

• Media interviews 
• Congressional meetings 
• Public meetings 
• Press conferences 
• VIP visits 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Negotiate the time of transfer. I   

95. Provide for adequate overlap to ensure efficient transfer of duties. I   

96. Brief replacement on current situation. I   

97. Ensure that appropriate information is up-to-date. I   

98. Ensure that an effective transfer of duties is accomplished. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

99. Coordinate with the FCO to develop and carry out a staff reduction 
plan. D-3   

100. Ensure that closeout records are current, accurate, and complete. D-3   

101. Submit items for the Remedial Action Management Program 
(RAMP) to the Planning Section Chief. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

102. Obtain performance appraisal from supervisor. I   

103. Report to the Training Unit upon completion of training 
assignment. I   

104. Make return travel arrangements. I   

105. Prepare the final travel voucher. I   

106. Return equipment to the Accountable Property Office (APO). I   

107. Submit the final timesheet, appraisal form, and travel voucher. I   

108. Check out with the Automated Deployment Database (ADD). I   

109. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 

  



EA EXTERNAL AFFAIRS OFFICER TYPE III (EAO3) 21 November 2011, Revised 

20 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Evaluation Record 

 
TRAINEE NAME 

EA External Affairs Officer Type III (EAO3) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA External Affairs Officer Type III (EAO3) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 



EA EXTERNAL AFFAIRS OFFICER TYPE III (EAO3) 21 November 2011, Revised 

22 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA External Affairs Officer Type III (EAO3) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Intergovernmental Affairs Manager (IGMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

12. Use common terminology. I   
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13. Maintain appropriate span of control. I   

14. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

16. Recognize and communicate potentially hazardous situations. D-3   

17. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

18. Verify that special precautions are taken when hazards exist. D-3   

19. Use personal protective equipment (PPE) when issued. D-3   

20. Safeguard property and equipment. D-3   

21. Provide current information for the call-down roster. D-3   

22. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

24. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

25. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 
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26. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

27. Make any organizational adjustments if necessary. D-3   

28. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

29. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

31. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

32. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   
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35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates with relevant information on their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   

 

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

41. Hold personnel accountable for the execution of assigned tasks. D-3   
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42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of functional area personnel status 
changes when they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   

 

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 
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53. Explain how the functional area’s assignments fit into the context 
of the bigger picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

61. Create a work environment that provides mutual respect and equal 
opportunity for all functional area personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

66. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Oversee tribal, state, and local government preliminary research 

Competency: Analysis/Reasoning (C2); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Ensure that the preliminary research on the government structure is 
completed. E   

68. Confirm that tribal, state, and local profiles are completed. E   

69. Review Limited English Proficiency/Additional Communications 
Needs (LEP/ACN) assessment. E   

70. Ensure that incident specifics are reviewed.  E   

• Daily Communication Summary    

71. Assess the trends and comments of intergovernmental 
stakeholders. E   

72. Provide the assessment of trends and comments to immediate 
supervisor. E   

73. Review the daily media analysis. E   

• Tribal issues 
• Intergovernmental issues 

   

    

Behavior/Activity: Coordinate the interface with tribal, state, and local government officials 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Ensure that the initial contact with intergovernmental officials is 
completed. I   

75. Monitor the activity contact log. I   

76. Ensure that the one-on-one meeting with an intergovernmental 
official is completed. I   

77. Prepare communications as requested. I   

• Engagement letters 
• Meeting requests 
• Official correspondence 

   

78. Complete the closeout procedure per standard operating procedure 
(SOP) as directed. I   
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Behavior/Activity: Manage reporting requirements 

Competency: Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Provide input to required reports as directed. D-3   

• IAP (Incident Action Plan) 
• Daily Communication Summary 
• Situation report 

   

80. Create the Activity Log (ICS 214). D-3   

81. Review and distribute field reports as directed. D-3   

 

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Negotiate the time of transition. I   

83. Provide for adequate overlap to ensure efficient transfer of duties. I   

84. Brief replacement on current situation. I   

85. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

86. Ensure that an effective transition of duties is accomplished. I   

87. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

89. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

90. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Obtain performance appraisal from supervisor. I   

92. Report to the Training Unit upon completion of training 
assignment. I   

93. Make return travel arrangements. I   

94. Prepare the final travel voucher. I   

95. Return accountable property to the Accountable Property Office 
(APO). I   

96. Submit the final timesheet, appraisal form, and travel voucher. I   

97. Check out with the Automated Deployment Database (ADD). I   

98. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Intergovernmental Affairs Manager (IGMG) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Intergovernmental Affairs Manager (IGMG) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Intergovernmental Affairs Manager (IGMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Intergovernmental Affairs Specialist (IGSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH)  
• Position Task Book (PTB)  
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number  
• Travel authorization number 
• Specific job assignment  
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements  
• Contact procedures during travel  
• Expected duration of assignment  
• Expected working conditions  

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license  
• Passport  
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies. 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment.  I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Incident facilities, types, and location 
• Special safety considerations or hazardous situations 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions  
• ICS forms 

   

12. Use common terminology. I   
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Behavior/Activity:  Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Recognize potentially hazardous situations and report them to 
immediate supervisor.  I   

14. Advise co-workers of potentially hazardous situations where 
appropriate.  I   

15. Use personal protective equipment (PPE) when issued. I   

16. Safeguard property and equipment. I   

17. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

18. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology  
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

19. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening  
• Eye contact 
• Appropriate body language 

   

20. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

21. Share current information with co-workers and immediate 
supervisor. D-3   
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22. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests  

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors  

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

24. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

25. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Conduct preliminary research 

Competency: Researching Information (C21); Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Conduct preliminary research on the government structure. E   

• Government databases 
• Government associations 
• Internet 
• State and local resources 
• Internal FEMA resources  

   

27. Review state and local profiles.  E   

• Disaster history 
• Government structure 
• Demographics 
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28. Review incident specifics. E   

• Daily communication summary 
• IAP 
• Situation Reports 
• Program specialists 
• Immediate supervisor 
• Program liaison – Planning & Products 
• Tribal, state, and local programs 
• Limited English Proficiency/Additional Communication Needs 

(LEP/ACN) assessment 

   

29. Articulate the trends and comments of local officials. E   

• Daily media analysis 
• City blogs 
• Public meetings 
• City records 
• Personal interaction 
• External Affairs (EA) functional areas including LEP/ACN and Tribal 

Specialists, if staffed 

   

    

Behavior/Activity: Interface with state and local government officials   

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Make initial contact with intergovernmental officials. D-3   

• Letter 
• Email 
• Telephone 

   

31. Create and maintain the activity contact log.  E   

• Name and title 
• Phone number 
• Dates contacted/visited 
• Issues 
• Inquiries 
• Resolution 

   

32. Conduct a one-on-one meeting with designated intergovernmental 
official. D-3   

• Office visit    

33. Prepare and deliver a presentation at an official government 
meeting as requested D-3   

• Government council 
• Government hearing  
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34. Prepare communication in response to inquiries in coordination 
with: D-3   

• Immediate supervisor 
• Program Liaison Manager 
• Legal staff 
• Program leads 
• LEP/ACN 

   

35. Complete the closeout procedure per standard operating procedure 
(SOP) as directed. D-3   

    
Behavior/Activity: Know federal statutes, regulations, policies, and procedures as they pertain to tribal 

relations 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Explain the declaration process to your immediate supervisor as it 
applies to tribes.  E   

37. Explain grantee/sub-grantee requirements to immediate supervisor. E   

38. Explain programs to immediate supervisor as they pertain to tribes. E   

• Public Assistance 
• Individual Assistance 
• Mitigation 
• National Flood Insurance Program (NFIP) 

   

39. Describe the purpose of the FEMA tribal agreement to immediate 
supervisor. E   

    
Behavior/Activity: Effectively transition position duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Obtain the time of transition from immediate supervisor. I   

41. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

42. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Properly check out of the incident  

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Obtain performance appraisal from supervisor. I   

44. Report to the Training Unit upon completion of training 
assignment. I   

45. Make return travel arrangements. I   

46. Prepare the final travel voucher. I   

47. Return accountable property to the Accountable Property Office 
(APO). I   

48. Submit the final timesheet, appraisal form, and travel voucher. I   

49. Check out with the Automated Deployment Database (ADD). I   

50. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   

    

Multilingual Specialty 
Behavior/Activity: Communicate effectively as a multilingual Intergovernmental Affairs Specialist 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Demonstrate the ability to read and speak English fluently. D-3   

2. Demonstrate the ability to read and speak at least one secondary 
language fluently. D-3   

• Spanish 
• Vietnamese 
• American Sign Language (ASL) 

   

3. Demonstrate the ability to perform all Media Relations Specialist 
tasks in at least one secondary language. D-3   

4. Coordinate multilingual media activities with the LEP/ACN 
Specialist. D-3   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Intergovernmental Affairs Specialist (IGSP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Intergovernmental Affairs Specialist (IGSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Intergovernmental Affairs Specialist (IGSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA LEP/ACN Specialist (LASP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies. 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Incident facilities, types, and location 
• Special safety considerations or hazardous situations 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

12. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

14. Advise co-workers of potentially hazardous situations where 
appropriate. I   

15. Use personal protective equipment (PPE) when issued. I   

16. Safeguard property and equipment. I   

17. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

18. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

19. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

20. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

21. Share current information with co-workers and immediate 
supervisor. D-3   
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22. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    
Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

24. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

25. Exhibit appropriate public stewardship of taxpayer dollars. I   

    
Behavior/Activity: Research demographics and disaster situational awareness 

Competency: Researching Information (C21); Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Establish contact with the Limited English Proficiency/ Additional 
Communication Needs (LEP/ACN) Liaisons. I   

• Headquarters LEP/ACN Liaison 
• Regional LEP/ACN Liaison 

   

27. Determine the specific language and Additional Communication 
Needs populations according to standard operating procedure 
(SOP). 

I 
  

28. Gather information on laws with LEP/ACN implications for 
awareness & compliance. E   

• Improving Access to Services by Persons with Limited English 
Proficiency (Executive Order 13166) 

• Sections 508 and 504 of the Rehabilitation Act 
• Civil Rights Act 
• Post Katrina Emergency Management Reform Act (PKEMRA) 
• Americans with Disabilities Act (ADA) 
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29. Gather information on disaster situational awareness. I   

• Demographics 
• Preliminary Damage Assessment (PDA) 
• Daily Communication Summary 
• Community Relations and Intergovernmental Affairs reports 
• Incident Action Plan (IAP) 
• Immigration policies 
• External Affairs (EA) functional areas 

   

30. Review current federal disaster assistance program guidelines and 
policies. E   

• Individual Households Program (IHP) maximum amount of assistance 
• Public Assistance program limits and cost-share 
• Mitigation plans and issues   

   

31. Identify channels of communication. E   

• Braille 
• American Sign Language (ASL) 
• Multilingual 
• Large Print Documents 

   

    

Behavior/Activity: Develop the LEP/ACN Assessment 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Write the LEP/ACN Assessment document. D-3   

• Language profile for designated counties (provided by the 
Headquarters LEP/ACN Liaison) 

• Additional Needs Assessment Database for each designated county 
(provided by the Headquarters LEP/ACN Liaison) 

• Tribal/state profiles 
• Each Individual Assistance county profile 

   

33. Submit the updated LEP/ACN Assessment document to the 
Regional and Headquarters liaison as directed. D-3   
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Behavior/Activity: Work with internal partners 

Competency: Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Coordinate with the EA Program Liaison as directed.  D-3   

35. Inform internal partners, including the LEP/ACN and Tribal 
specialists of LEP/ACN concerns that are relevant to their program 
area, as directed.  

D-3 
  

36. Survey the Joint Field Office (JFO) for possible LEP/ACN 
resources. D-3   

• Multilingual speakers 
• American Sign Language (ASL) Interpreters 
• Equal Right Officer (ERO) 
• JFO personnel 

   

37. Coordinate with EA functional elements to gather LEP/ACN 
information on affected communities. D-3   

• Congressional 
• Planning & Products (P&P) 
• Community Relations 
• Joint Information Center (JIC) 
• Private Sector 
• Intergovernmental Affairs 

   

38. Coordinate with EA functional elements to implement LEP/ACN 
outreach. D-3   

• Multilingual Community Relations Specialist 
• Multilingual Media Relations Specialist 
• LEP/ACN media distribution lists 
• FEMA Spanish language website and Other Languages Page 
• Ensuring 508 compliance 

   

39. Gather information from P&P that can be used for LEP/ACN 
outreach. D-3   

• Translations  
• Formatting 
• Flyers 

   

40. Coordinate needs and services available with JFO External Affairs 
Resource Support Management and the Headquarters LEP/ACN 
Liaison. 

D-3 
  

• Funding 
• Translation services 
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Behavior/Activity: Work with external partners 

Competency: Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Make initial contact with LEP/ACN target groups. D-3   

42. Create and/or update an email distribution list of LEP/ACN target 
groups. D-3   

43. Provide LEP/ACN materials for target groups through appropriate 
EA functions. E   

• Program information 
• Fact sheets 
• News releases 

   

44. Respond to LEP/ACN target group requests. D-3   

• Speaker requests 
• Special issue/project meetings 
• Visit requests 

   

45. Collect feedback as directed. D-3   

46. Transition closeout materials to the Regional and Headquarters 
LEP/ACN Liaisons. D-3   

    

Behavior/Activity: Effectively transition position duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Obtain the time of transition from immediate supervisor. I   

48. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

49. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Obtain performance appraisal from supervisor. I   

51. Report to the Training Unit upon completion of training 
assignment. I   

52. Make return travel arrangements. I   

53. Prepare the final travel voucher. I   

54. Return accountable property to the Accountable Property Office 
(APO). I   

55. Submit the final timesheet, appraisal form, and travel voucher. I   

56. Check out with the Automated Deployment Database (ADD). I   

57. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA LEP/ACN Specialist (LASP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 



21 November 2011, Revised EA LEP/ACN SPECIALIST (LASP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 15 

Evaluation Record 

 
TRAINEE NAME 

EA LEP/ACN Specialist (LASP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA LEP/ACN Specialist (LASP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Media Analysis Specialist (MDSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Incident facilities, types, and location 
• Special safety considerations or hazardous situations 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

12. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

14. Advise co-workers of potentially hazardous situations where 
appropriate. I   

15. Use personal protective equipment (PPE) when issued. I   

16. Safeguard property and equipment. I   

17. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

18. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

19. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

20. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

21. Share current information with co-workers and immediate 
supervisor. D-3   
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22. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

24. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

25. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Ensure the setup of media monitoring equipment 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Identify equipment needs to the EA Resource Support Manager. E   

• Regional media monitoring kits 
• Hardware 
• Software 
• WINTV 

   

27. Perform equipment test. E   

• Sample recording 
• Internet/intranet connectivity 
• Special information technology (IT) access 
• Security 
• Software requirements 
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Behavior/Activity: Research disaster-related media sources 

Competency: Researching Information (C21); Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Identify relevant media markets. E   

• Designated counties 
• Surrounding media markets 
• Adjacent state media markets 

   

29. Identify specific media resources. E   

• PR Newswire or current distribution system 
• Multilingual 
• State Public Information Officer (PIO) 
• FEMA Daily News Clips 
• Press/broadcast associations 
• Trade journals 
• Blogs 
• Media websites 
• TV broadcasts 
• Radio broadcasts 
• Social media (credible blogs, how and who is monitoring, etc.) 

   

30. Set up Internet alerts. E   

• Google key-word alerts 
• RSS feeds 
• Social media (credible blogs, how and who is monitoring, etc.) 

   

    
Behavior/Activity: Monitor news media to ensure all relevant information is gathered 

Competency: Researching Information (C21); Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Search media sources for relevant news stories. I   

• FEMA related 
• Incident specific 
• Timely 
• Political importance 
• Intergovernmental issues 

   

32. Analyze stories for potential issues. D-3   

• Inaccuracy 
• Rumor control 
• Trends 
• Program information 
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33. Report “rapid response” media issues to immediate supervisor. D-3   

34. Record local newscasts. I   

• VHS 
• DVD 
• Web based 

   

    
Behavior/Activity: Produce the daily media analysis report 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Follow the report template as directed. E   

• Summary analysis 
• Headlines 
• Quotes 
• Full stories 

   

36. Format stories as needed. E   

• Hyperlinks 
• Photos 
• Fonts 

   

37. Write a summary for the media analysis report. E   

38. Provide the media analysis report to immediate supervisor for the 
review process. E   

39. Distribute the media analysis report as directed. E   

    
Behavior/Activity: Archive media analysis report materials 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Post the media analysis report to appropriate locations. I   

• Common drive(s) 
• DVD 
• Binder 

   

41. Create and catalog a master of broadcast recordings. I   

• DVD 
• VHS 
• Log template 
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Behavior/Activity: Effectively transition position duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Obtain the time of transition from immediate supervisor. I   

43. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

44. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Obtain performance appraisal from supervisor. I   

46. Report to the Training Unit upon completion of training 
assignment. I   

47. Make return travel arrangements. I   

48. Prepare the final travel voucher. I   

49. Return accountable property to the Accountable Property Office 
(APO). I   

50. Submit the final timesheet, appraisal form, and travel voucher. I   

51. Check out with the Automated Deployment Database (ADD). I   

52. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Media Analysis Specialist (MDSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Media Analysis Specialist (MDSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Media Analysis Specialist (MDSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Media Relations Assistant Manager (MRAM) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies. 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

12. Use common terminology. I   
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13. Maintain appropriate span of control. I   

14. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

16. Recognize and communicate potentially hazardous situations. D-3   

17. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

18. Verify that special precautions are taken when hazards exist. D-3   

19. Use personal protective equipment (PPE) when issued. D-3   

20. Safeguard property and equipment. D-3   

21. Provide current information for the call-down roster. D-3   

22. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

24. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

25. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 
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26. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

27. Make any organizational adjustments if necessary. D-3   

28. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

29. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

31. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

32. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   
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35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates with relevant information on their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   
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41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of functional area personnel status 
changes when they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 
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53. Explain how the functional area’s assignments fit into the context 
of the bigger picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions, arrange on-the-job training for new hires 
• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

61. Create a work environment that provides mutual respect and equal 
opportunity for all functional area personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

66. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity:  Direct Media Relations activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Supervise the development and maintenance of the media lists. I   

• Initial media lists 
• Special media lists 

   

68. Disseminate current products to subordinates. D-3   

• Talking points 
• Fact sheets 
• News releases 
• Daily Communication Summary 
• Program updates 

   

69. Supervise the dissemination of information to media 
representatives. I   

• Initial contact 
• Disaster information 
• Perceptions 
• Issues 
• Interviews 
• Inquiries 
• Rapid response 
• Media support 

   

70. Supervise the reporting of media relations activities. D-3   

• Potential issues 
• Documentation 
• Daily activity report 

   

71. Ensure that the Media Relations Specialist communicates with 
other field representatives. D-3   

• External Affairs (EA) functional areas, including Limited English 
Proficiency/Additional Communications Needs (LEP/ACN) and Tribal 
Specialists, if staffed 

• Small Business Administration (SBA) 
• Other federal agencies 

   

72. Resolve or elevate identified field media issues. D-3   
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Behavior/Activity: Direct news desk operations   

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Ensure that news desk operations meet incident specific 
requirements. D-3   

74. Review media inquiry inputs into the appropriate distribution 
system. I   

• Public Relations (PR) Newswire    

75. Direct the research and response of media inquiries. I   

76. Resolve or elevate critical news desk issues. D-3   

77. Direct the dissemination of news desk products through the 
appropriate distribution system. I   

• PR Newswire    

    

Behavior/Activity: Assimilate all media analysis information 

Competency: Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

78. Ensure that the media analysis operation meets FEMA/standard 
operating procedure (SOP) requirements. I   

• Media analysis equipment 
• Test procedures 
• Reporting procedurals 

   

79. Ensure that research of disaster-related media sources meets 
incident specific requirements. D-3   

80. Ensure that relevant information is collected and analyzed. I   

• Disaster specific 
• FEMA related 
• State related 
• Tribal related 
• Multilingual related 
• Other federal agencies 
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81. Review, edit, and approve the daily media analysis report. I   

• Analysis 
• Content 
• Format 
• Clarity 
• Accuracy 
• Multilingual 
• Tribal 

   

82. Ensure that copies of major stories or coverage reflecting potential 
problems are forwarded as appropriate. I   

• Federal Coordinating Officer (FCO) 
• Senior Joint Field Office (JFO) leadership 
• Region 
• Headquarters 

   

83. Ensure the archiving of media analysis report materials. I   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Negotiate the time of transition. I   

85. Provide for adequate overlap to ensure efficient transfer of duties. I   

86. Brief replacement on current situation. I   

87. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

88. Ensure that an effective transition of duties is accomplished. I   

89. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

90. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

91. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

92. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

93. Obtain performance appraisal from supervisor. I   

94. Report to the Training Unit upon completion of training 
assignment. I   

95. Make return travel arrangements. I   

96. Prepare the final travel voucher. I   

97. Return accountable property to the Accountable Property Office 
(APO). I   

98. Submit the final timesheet, appraisal form, and travel voucher. I   

99. Check out with the Automated Deployment Database (ADD). I   

100. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Media Relations Assistant Manager (MRAM) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Media Relations Assistant Manager (MRAM) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Media Relations Assistant Manager (MRAM) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Media Relations Manager (MRMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies. 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

12. Use common terminology. I   
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13. Maintain appropriate span of control. I   

14. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

16. Recognize and communicate potentially hazardous situations. D-3   

17. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

18. Verify that special precautions are taken when hazards exist. D-3   

19. Use personal protective equipment (PPE) when issued. D-3   

20. Safeguard property and equipment. D-3   

21. Provide current information for the call-down roster. D-3   

22. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

24. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

25. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   



EA MEDIA RELATIONS MANAGER (MRMG) 21 November 2011, Revised 

8 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

26. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

27. Make any organizational adjustments if necessary. D-3   

28. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

29. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

31. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

32. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   
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35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates with relevant information on their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   
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41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of functional area personnel status 
changes when they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 
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53. Explain how the functional area’s assignments fit into the context 
of the bigger picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions, arrange on-the-job training for new hires 
• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

61. Create a work environment that provides mutual respect and equal 
opportunity for all functional area personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

66. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Resolve problems or issues and make effective decisions.  

Competency: Decision Making & Judgment (C7); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Resolve or elevate identified media issues. D-3   

• Critical 
• Policy issues 
• National media 
• International media 

   

68. Identify and elevate trends in media coverage or inquiries as 
appropriate. D-3   

• Media relations 
• News desk 
• Media analysis 

   

69. Ensure that copies of positive major stories or coverage are 
forwarded as appropriate. I   

• Federal Coordinating Officer (FCO) 
• Senior Joint Field Office (JFO) leadership 
• Region 
• FEMA headquarters 

   

70. Provide input to the Joint Information Center (JIC) strategic 
messaging plan as directed. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Negotiate the time of transition. I   

72. Provide for adequate overlap to ensure efficient transfer of duties. I   

73. Brief replacement on current situation. I   

74. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

75. Ensure that an effective transition of duties is accomplished. I   

76. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

77. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

78. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

79. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

80. Obtain performance appraisal from supervisor. I   

81. Report to the Training Unit upon completion of training 
assignment. I   

82. Make return travel arrangements. I   

83. Prepare the final travel voucher. I   

84. Return accountable property to the Accountable Property Office 
(APO). I   

85. Submit the final timesheet, appraisal form, and travel voucher. I   

86. Check out with the Automated Deployment Database (ADD). I   

87. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Media Relations Manager (MRMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Media Relations Manager (MRMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Media Relations Manager (MRMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Media Relations Specialist (MRSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Incident facilities, types, and location 
• Special safety considerations or hazardous situations 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

12. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

14. Advise co-workers of potentially hazardous situations where 
appropriate. I   

15. Use personal protective equipment (PPE) when issued. I   

16. Safeguard property and equipment. I   

17. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

18. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

19. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

20. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

21. Share current information with co-workers and immediate 
supervisor. D-3   
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22. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

24. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

25. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Develop and maintain media lists 

Competency: Researching Information (C21); Analysis/Reasoning (C2); Knowledge of Program & 
Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Create initial media lists. E   

• Regional 
• State 
• PR Newswire 
• Press/broadcast association lists 
• Internet 
• Intranet 

   

27. Create special media lists. E   

• Hot media 
• Adjacent state media markets 
• Media markets outside designated counties 
• Individual Assistance (IA) 
• Public Assistance (PA) 
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28. Update media contact lists. E   

    

Behavior/Activity: Disseminate information to media representatives 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Conduct initial contact with media representatives in designated 
areas. I   

30. Deliver disaster information. I   

• Press releases 
• Fact sheets 
• Background papers 
• Program information 
• Public service announcement (PSA) 
• Media callouts 

   

31. Gather information about perceptions or issues as appropriate. I   

32. Serve as a FEMA spokesperson for a field radio interview. D-3   

33. Serve as a FEMA spokesperson for a field TV interview. D-3   

34. Serve as a FEMA spokesperson for a field print interview. D-3   

35. Respond to inquiries based on media deadlines. D-3   

36. Contact media to clarify “rapid response” issue(s) as assigned. D-3   

• Correcting information 
• Critical emergency public information 

   

37. Make contact with Community Relations Specialist assigned to 
your area, as appropriate. D-3   

38. Support media interviews of FEMA subject matter experts. I   

• External Affairs Officer (EAO) 
• Federal Coordinating Officer (FCO) 
• Regional Administrator 
• Program Specialist 

   

39. Provide media support as directed. D-3   

• Public meetings 
• Disaster recovery centers 
• PA applicant briefings 
• Preliminary Damage Assessments 
• News conferences 
• Inspection ride-along 
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40. Support field requests for special media events as directed. I   

• Press conference 
• VIP visits 
• Editorial boards 

   

41. Collect local newspapers and deliver to immediate supervisor as 
appropriate. E   

    

Behavior/Activity: Report Media Relations activity 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Report potential media issues as appropriate. I   

• Inaccuracy 
• Rumor control 
• Trends 
• Program information 

   

43. Document all media contacts. I   

• Media log 
• PR Newswire 

   

44. Submit the daily Media Relations activity report to immediate 
supervisor. I   

    
Behavior/Activity: Operate the news desk 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Input media inquiries into the PR Newswire. E   

46. Research and respond to media inquiries as appropriate. D-3   

• Talking points 
• Press releases 
• Program subject matter expert (SME) through the liaison function 

   

47. Coordinate potential critical issues with immediate supervisor. D-3   

• Program Liaison Manager 
• EA functional areas 

   

48. Coordinate media inquiries with Headquarters as directed.  D-3   
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49. Disseminate news products through the PR Newswire. D-3   

• Press releases 
• Fact sheets 
• Program information 
• PSA 

   

    
Behavior/Activity: Effectively transition position duties to a replacement  

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Obtain the time of transition from immediate supervisor. I   

51. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

52. Notify immediate supervisor when the transition is complete. I   

    
Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Obtain performance appraisal from supervisor. I   

54. Report to the Training Unit upon completion of training 
assignment. I   

55. Make return travel arrangements. I   

56. Prepare the final travel voucher. I   

57. Return accountable property to the Accountable Property Office 
(APO). I   

58. Submit the final timesheet, appraisal form, and travel voucher. I   

59. Check out with the Automated Deployment Database (ADD). I   

60. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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Events Specialty 
Behavior/Activity: Plan special event 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1 Obtain the purpose of the special event from supervisor. D-3   

• Media 
• Tour of disaster area 
• Meeting of officials 

   

2. Establish objectives for the special event. D-3   

• Disaster update 
• Successful coordination of recovery efforts 
• Effective federal/state partnership 
• Offset negative media 

   

3. Identify and select visit location. D-3   

• School  
• Business 
• Individual home 
• Hospital 
• Shelter 

   

    

Behavior/Activity: Coordinate special event 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

4. Coordinate with key parties involved in the event.  D-3   

• Secret Service 
• Transportation Security Administration (TSA) 
• Agency of principal involved 
• State/local police 
• State officials 
• Congressional members 
• FCO 
• Subject matter experts 
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5. Coordinate with Joint Field Office (JFO) elements as needed.  D-3   

• EA functional areas 
• Safety  
• Security 
• Operations (transportation needs, logistics) 
• Planning  

   

    

Behavior/Activity: Develop an implementation plan and schedule 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

6. Coordinate with affected parties to determine an acceptable 
schedule. D-3   

• Home owners 
• Business owners 
• Public facilities 

   

7. Develop the event schedule. D-3   

• Travel times 
• Designated routes 

   

8. Develop event logistics D-3   

• Mode of transportation 
• Electronic equipment 
• Pipe and drape 
• Site access for all participants and attendees 
• Media access 
• Food 
• After-event cleanup/return to normal 

   

9. Establish contingency plans for potential problems/issues. D-3   

• Weather 
• Change in route 
• Delays 

   

10. Rehearse the event in real time at the scheduled time. D-3   

• Drive route 
• Entry/exit ways 
• Parking availability 
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Behavior/Activity: Implement the special event 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Implement the special event in accordance with the plan. D-3   

12. Identify and forward all follow-up actions to appropriate parties. D-3   

• Individual case questions 
• Follow-up to any committed actions 
• Thank-you letters 

   

13. Assess the special event to identify lessons learned. D-3   

• Debrief team 
• After-action report 

   

    

Multilingual Specialty 

Behavior/Activity: Communicate effectively as a multilingual Media Relations Specialist 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Demonstrate the ability to read and speak English fluently. D-3   

2. Demonstrate the ability to read and speak at least one secondary 
language fluently. D-3   

• Spanish 
• Vietnamese 
• American Sign Language (ASL) 

   

3. Demonstrate the ability to perform all Media Relations Specialist 
tasks in at least one secondary language. D-3   

4. Coordinate multilingual media activities with the LEP/ACN 
Specialist/Manager.  D-3   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Media Relations Specialist (MRSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Media Relations Specialist (MRSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Media Relations Specialist (MRSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Photography Specialist (PGSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Incident facilities, types, and location 
• Special safety considerations or hazardous situations 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

12. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

14. Advise co-workers of potentially hazardous situations where 
appropriate. I   

15. Use personal protective equipment (PPE) when issued. I   

16. Safeguard property and equipment. I   

17. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

18. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

19. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

20. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

21. Share current information with co-workers and immediate 
supervisor. D-3   
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22. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

24. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

25. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Perform photo shoots based on incident needs and priorities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Coordinate assignments with EA Planning & Products through 
immediate supervisor. D-3   

27. Establish assignment details of the photo shoots as directed. I   

• Location 
• Points of contact 
• Phone numbers 
• Survivors 
• Disaster workers 
• Public officials 
• Preliminary Damage Assessments 
• VIP visits 
• Opening of Disaster Recovery Center (DRC) 
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28. Determine equipment requirements for the specific assignment. I   

• Camera equipment 
• Editing software 
• Special lighting 

   

29. Obtain signed FEMA consent form for photographs as needed. I   

• Adult 
• Child 
• Multilingual 

   

30. Complete the photographic assignment as scheduled. I   

    

Behavior/Activity: Document photographs 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Review and edit photos as needed. I   

• Cropping 
• Size 
• Lighting 

   

32. Review and delete photos as needed. I   

• Duplicates 
• Poor quality 
• Insignificant photos 

   

33. Create and maintain a record for each photo selected, for archiving. I   

• Location 
• Names of recognizable people 
• Consent forms 

   

34. Write captions for the FEMA photo library upload according to 
standard operating procedure (SOP). I   

• Date shot 
• Disaster name 
• Disaster number 
• Location 
• Subject 
• Short description of photo 
• Full names of recognizable people 

   

35. Upload the photo record to the FEMA photo library for 
Headquarters’ approval. I   
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36. Send selected photographs to appropriate offices as directed. I   

• Regional 
• HQ Public Affairs Office 

   

37. Upload photos to the common drive(s) for internal FEMA use. D-3   

    

Behavior/Activity: Effectively transition position duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Obtain the time of transition from immediate supervisor. I   

39. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

40. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Obtain performance appraisal from supervisor. I   

42. Report to the Training Unit upon completion of training 
assignment. I   

43. Make return travel arrangements. I   

44. Prepare the final travel voucher. I   

45. Return accountable property to the Accountable Property Office 
(APO). I   

46. Submit the final timesheet, appraisal form, and travel voucher. I   

47. Check out with the Automated Deployment Database (ADD). I   

48. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Photography Specialist (PGSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Photography Specialist (PGSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Photography Specialist (PGSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Program Liaison Manager (PMMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies. 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

12. Use common terminology. I   
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13. Maintain appropriate span of control. I   

14. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

16. Recognize and communicate potentially hazardous situations. D-3   

17. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

18. Verify that special precautions are taken when hazards exist. D-3   

19. Use personal protective equipment (PPE) when issued. D-3   

20. Safeguard property and equipment. D-3   

21. Provide current information for the call-down roster. D-3   

22. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

24. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

25. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 
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26. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

27. Make any organizational adjustments if necessary. D-3   

28. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

29. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

31. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

32. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   
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35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates with relevant information on their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   
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41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of functional area personnel status 
changes when they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 
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53. Explain how the functional area’s assignments fit into the context 
of the bigger picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

61. Create a work environment that provides mutual respect and equal 
opportunity for all functional area personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    
Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

66. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Process disaster-specific program information 

Competency: Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Analyze program information submitted by the External Affairs 
(EA) Program Liaison Specialist. D-3   

• Compile 
• Identify key issues 
• Propose solutions 

   

68. Collaborate with the EA Strategy & Messaging Specialist. D-3   

• Recommendations 
• Updates 

   

69. Communicate Planning & Products capabilities to the EA Program 
Liaison Specialist. D-3   

70. Respond to internal informational needs. D-3   

• Rapid response 
• Communication plan 

   

71. Coordinate the daily program liaison report with the Reports 
Specialist. D-3   

72. Compile data from the EA Program Liaison Specialist to the 
assigned program areas. D-3   

• Points of contact (POCs) 
• Schedules 
• Deadlines 
• Distribution lists 
• Reports 

   

    

Behavior/Activity: Oversee the development of EA reports 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Ensure the consolidation of reports. D-3   

• Liaison 
• Community Relations (CR) 
• Congressional Affairs 
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74. Ensure the analysis of trends and issues. D-3   

• Hot issues 
• Program specific 
• Information 
• Geographic 
• Language 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Negotiate the time of transition. I   

76. Provide for adequate overlap to ensure efficient transfer of duties. I   

77. Brief replacement on current situation. I   

78. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

79. Ensure that an effective transition of duties is accomplished. I   

80. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

82. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

83. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Obtain performance appraisal from supervisor. I   

85. Report to the Training Unit upon completion of training 
assignment. I   

86. Make return travel arrangements. I   

87. Prepare the final travel voucher. I   

88. Return accountable property to the Accountable Property Office 
(APO). I   

89. Submit the final timesheet, appraisal form, and travel voucher. I   

90. Check out with the Automated Deployment Database (ADD). I   

91. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Program Liaison Manager (PMMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Program Liaison Manager (PMMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Program Liaison Manager (PMMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Program Liaison Specialist (PMSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 





21 November 2011, Revised EA PROGRAM LIAISON SPECIALIST (PMSP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 1 

FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 



21 November 2011, Revised EA PROGRAM LIAISON SPECIALIST (PMSP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 5 

Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Incident facilities, types, and location 
• Special safety considerations or hazardous situations 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

12. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

14. Advise co-workers of potentially hazardous situations where 
appropriate. I   

15. Use personal protective equipment (PPE) when issued. I   

16. Safeguard property and equipment. I   

17. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

18. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

19. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

20. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

21. Share current information with co-workers and immediate 
supervisor. D-3   
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22. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

24. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

25. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Obtain disaster situational awareness within assigned program area 

Competency: Researching Information (C21); Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Review current federal disaster assistance program guidelines and 
policies. E   

• Individuals and Households Program (IHP) maximum amount of 
assistance 

• Public Assistance program limits and cost-share 
• Mitigation plans and issues 
• Response activities 

   

27. Gather information on disaster situational awareness relevant to 
assigned program area. D-3   

• Incident Action Plan (IAP) 
• Preliminary Damage Assessment (PDA) 
• Situation report (SITREP) 
• Federal Register Notices (FRN) 
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28. Gather External Affairs (EA) information from all appropriate 
sources. D-3   

• EA Media Relations 
• EA Media Analysis 
• Limited English Proficiency/Additional Communication Needs 

(LEP/ACN) 
• Existing database of documents 
• Internet/intranet 
• Daily Communications Summary 

   

29. Establish a point of contact (POC) in assigned program area to 
facilitate information exchange. I   

• Schedules 
• Deadlines 
• Distribution lists 
• Reports 

   

    

Behavior/Activity: Collect information from assigned program area 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Attend regular program area meetings. D-3   

• Daily staff meetings 
• Program updates 
• Conference calls 
• Briefings 

   

31. Visit operational elements of assigned program area. I   

• Staging Area 
• Disaster Recovery Center (DRC) 
• Point of distribution (POD) 

   

32. Read assigned program area daily reports. I   

33. Identify key program area issues affecting External Affairs 
communication initiatives. I   

• Program changes 
• Declaration amendments 
• Changes to distribution points 
• DRC changes 
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34. Write a liaison report on program area issues and activities for 
immediate supervisor. D-3   

• Program changes 
• Declaration amendments 
• Changes to distribution points 
• DRC changes 

   

35. Respond to requests for information from within EA functional 
areas. E   

• Program information for EA products 
• Program inputs for Strategy & Messaging 
• Program information inquiries from the news desk 
• Program information inquiries from Congressional Affairs 

   

    

Behavior/Activity: Provide information from External Affairs to assigned program area   

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Provide products related to activities and issues of assigned 
program area. I   

• Media analysis 
• News releases 
• Talking points 
• Daily Communication Summary 
• Flyers 

   

37. Educate assigned program area on External Affairs products and 
resources that can support their mission. I   

• Flyers 
• Success stories 
• News releases 
• Brochures 
• Written products 
• Graphics 
• Video 
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Behavior/Activity: Effectively transition position duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Obtain the time of transition from immediate supervisor. I   

39. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

40. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Obtain performance appraisal from supervisor. I   

42. Report to the Training Unit upon completion of training 
assignment. I   

43. Make return travel arrangements. I   

44. Prepare the final travel voucher. I   

45. Return accountable property to the Accountable Property Office 
(APO). I   

46. Submit the final timesheet, appraisal form, and travel voucher. I   

47. Check out with the Automated Deployment Database (ADD). I   

48. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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Public Assistance Specialty 
Behavior/Activity:  Understand the Public Assistance process 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Explain the Public Assistance process. D-3   

• PDAs 
• Categories of work 
• Reimbursement process 
• Organization sheets 
• Applicant briefing 
• Kickoff meeting 
• Project worksheets 
• Large and small projects 
• 406 Mitigation 
• Tribal issues 

   

    

Behavior/Activity: Understand the Individuals and Households Program (IHP) 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

2. Explain the Individual Assistance process. D-3   

• Sequence of delivery 
• Registration 
• DRCs 
• Inspection 
• Appeal 

   

3. Explain the Housing Program. E   

• Rental assistance 
• Repair 
• Direct housing 

   

4. Explain Other Needs Assistance (ONA). D-3   

• Personal property 
• Medical/dental 
• Insurance coverage 
• Storage/moving cost 
• Transportation 
• Funeral expenses 
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Behavior/Activity: Understand additional forms of assistance 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Explain additional forms of assistance. D-3   

• Crisis counseling 
• Disaster Unemployment Assistance 
• Legal services 
• Volunteer Organizations Active in Disasters (VOAD) 
• Small Business Administration (SBA) referral process 

   

    

Behavior/Activity: Understand the Hazard Mitigation Program 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

6. Explain the Hazard Mitigation Program. D-3   

• Know the difference between the 404 and 406 programs 
• National Flood Insurance Program (NFIP) 
• Community Education Outreach (CEO) 
• Historic Preservation 
• Pre-disaster Mitigation programs 

   

7. Explain the state/tribal mitigation history. D-3   

• Status of tribal, state, and local mitigation plans 
• Acquisition history 
• Best practices 
• NFIP policies in force 
• Sanctioned communities 
• Non-participating communities 
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Response Specialty 
Behavior/Activity: Understand response operations 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Explain the process of response operations. E   

• Declaration process 
• Direct Federal Assistance (DFA) 
• National Response Coordination Center (NRCC) or Regional Response 

Coordination Center (RRCC) operations 
• Mission Assignments 
• Action Request Form (ARF) 
• Emergency Support Functions (ESFs) 

   

2. Explain the elements. I   

• Urban search and rescue (USAR) 
• Staging Areas 
• POD 
• Commodities 
• Air Operations 
• Shelter Operations 
• U.S. Army Corps of Engineers (USACE) 
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Program Liaison Specialist (PMSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Program Liaison Specialist (PMSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Program Liaison Specialist (PMSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Private Sector Specialist (PSSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Incident facilities, types, and location 
• Special safety considerations or hazardous situations 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

12. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

14. Advise co-workers of potentially hazardous situations where 
appropriate. I   

15. Use personal protective equipment (PPE) when issued. I   

16. Safeguard property and equipment. I   

17. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

18. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

19. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

20. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

21. Share current information with co-workers and immediate 
supervisor. D-3   
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22. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

24. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

25. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Research private sector stakeholders and disaster situational awareness 

Competency: Researching Information (C21); Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Identify the disaster’s impact on the private sector organizations. I   

• Demographics and statistics 
• Issues that could impact recovery 
• Private sector capabilities and resources 
• Preliminary Damage Assessment (PDA) 

   

27. Gather information on disaster situational awareness. I   

• Incident Action Plan (IAP) 
• Local politics 
• External Affairs (EA) functional areas 
• Daily Communication Summary 
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28. Review current federal disaster assistance program guidelines and 
policies. E   

• Individual Households Program (IHP) maximum amount of assistance 
• Disaster Unemployment Assistance (DUA) 
• Small Business Administration (SBA) 

   

29. Identify private sector organizations. I   

• State Chamber of Commerce 
• State public/private partnerships 
• State Economic Development Agency 
• Trade associations 
• Major employers 

   

30. Review websites and news sources for recent media activities 
related to the private sector community E   

• Facebook pages 
• Twitter 
• Official site 
• Media Analysis Report 
• FEMA Daily Clips 

   

    

Behavior/Activity: Work with internal partners 

Competency: Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Coordinate with the EA Program Liaison Specialist if the position 
is staffed, otherwise inform internal partners—including Limited 
English Proficiency/Additional Communications Needs 
(LEP/ACN) and Tribal Specialists if staffed—of private sector 
concerns relevant to their program area, as directed. 

D-3 

  

32. Coordinate with the EA Program Liaison Specialist if the position 
is staffed, otherwise collaborate with program leads to identify 
private sector issues and resolve problems, as directed. 

D-3 
  

33. Gather information from Planning & Products that can be used for 
private sector outreach, as directed. I   

34. Coordinate Private Sector activities with other federal agencies, as 
directed. I   

• SBA 
• U.S. Department of Agriculture (USDA) 
• U.S. Army Corps of Engineers (USACE) 
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Behavior/Activity: Work with private sector external partners 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Make initial contact with private sector organizations and 
exchange contact information. I   

36. Create and maintain a private sector database to track activities 
with private sector organizations. I   

• Contacts 
• Issues 
• Best practices 

   

37. Create an email distribution list for private sector organizations. I   

38. Disseminate disaster-related materials and information to private 
sector organizations. I   

• Business advisory 
• Web links 
• E-News update 
• Fact sheets 
• News releases 

   

39. Identify private sector trends and needs to immediate supervisor. I   

• Issues 
• Special meetings 
• Visit requests 
• Information 

   

40. Maintain communication with private sector organizations and 
update them on the disaster operation. I   

41. Attend meetings and briefings with private sector organizations. I   

• Conference call 
• State Chamber meetings 
• Community meetings 

   

42. Provide support for private sector organizations. I   

• Private sector news conference 
• Back to Business workshop 

   

43. Schedule and conduct private sector office visits. I   

• Program information 
• Appropriate responses 
• Private sector issues 
• Professional relationships 
• Outreach opportunities 
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Behavior/Activity: Create and submit a daily report for the assigned area 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Identify critical issues relative to your area of responsibility. I   

• Business closure 
• Disaster unemployment assistance 

   

45. Create a distribution list for all contact made, as directed. I   

• Name/address/phone number 
• Organization name 
• Organization size 

   

46. Create a daily field report. I   

• Identified critical issues 
• Business community morale 
• Best practices 

   

47. Submit the daily report as directed. I   

    

Behavior/Activity: Provide input and support to the Private Sector Assistant External Affairs Officer 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Provide input to the Private Sector Assistant External Affairs 
Officer regarding reporting requirements. I   

• Incident Action Plan (IAP) 
• Situation report (Sitrep) 
• Daily Communications Summary 
• External Affairs Weekly Communications Summary (EAWCS) 

   

49. Provide input to the Private Sector Assistant External Affairs 
Officer to develop appropriate private sector materials for 
distribution. 

D-3 
  

• E-News update 
• Facts sheets 
• Information packets 
• Business advisory 
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Behavior/Activity: Effectively transition position duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Obtain the time of transition from immediate supervisor. I   

51. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

52. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Obtain performance appraisal from supervisor. I   

54. Report to the Training Unit upon completion of training 
assignment. I   

55. Make return travel arrangements. I   

56. Prepare the final travel voucher. I   

57. Return accountable property to the Accountable Property Office 
(APO). I   

58. Submit the final timesheet, appraisal form, and travel voucher. I   

59. Check out with the Automated Deployment Database (ADD). I   

60. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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Multilingual Specialty 
Behavior/Activity: Communicate effectively as a multilingual Private Sector Specialist 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Demonstrate the ability to read and speak English fluently. D-3   

2. Demonstrate the ability to read and speak at least one secondary 
language fluently. D-3   

• Spanish 
• Vietnamese 
• American Sign Language (ASL) 

   

3. Demonstrate the ability to perform all Media Relations Specialist 
tasks in at least one secondary language. D-3   

4. Coordinate multilingual media activities with the LEP/ACN 
Specialist/Manager. D-3   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Private Sector Specialist (PSSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Private Sector Specialist (PSSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Private Sector Specialist (PSSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Reports Specialist (RPSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Incident facilities, types, and location 
• Special safety considerations or hazardous situations 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

12. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

14. Advise co-workers of potentially hazardous situations where 
appropriate. I   

15. Use personal protective equipment (PPE) when issued. I   

16. Safeguard property and equipment. I   

17. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

18. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

19. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

20. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

21. Share current information with co-workers and immediate 
supervisor. D-3   
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22. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

24. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

25. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Demonstrate Computer Skills 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Demonstrate proficiency in the basic functions of the current 
version of government-issued Microsoft Word. E   

• File folder organization 
• Save as 
• Formatting 
• Copy/paste 
• Change fonts 

   

27. Demonstrate proficiency in the basic functions of the current 
version of government-issued Outlook. E   

• Sort by date 
• Attachments 
• Search 
• Calendar 
• Folders 
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Behavior/Activity: Understand the requirements of the current assignment 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Determine from immediate supervisor the requirements for the 
assigned project. E   

• Audience 
• Deadline 

   

29. Obtain the current FEMA templates or sample documents. E   

30. Obtain the distribution list for reports as directed. E   

    

Behavior/Activity: Gather and validate required information 

Competency: Researching Information (C21); Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Gather information from all appropriate sources, as directed. D-3   

• Other External Affairs (EA) functional areas 
• Other program areas 
• Other sources 

   

32. Verify information gathered. D-3   

• Current information 
• Completeness 
• Approved information 

   

    

Behavior/Activity: Analyze the information gathered and refer critical issues 

Competency: Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Identify critical issues in reports being reviewed. D-3   

• Shortages 
• Shelter issues 
• Limited English Proficiency/Additional Communication Needs 

(LEP/ACN) issues 
• Community morale 
• Special needs 
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34. Refer critical issues as directed. D-3   

35. Quantify information across gathered reports. D-3   

• Trends 
• Percentages 
• Geographical areas 
• Population centers 

   

    

Behavior/Activity: Complete and prioritize assigned reports 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Assemble a draft of the final report from validated information 
gathered. D-3   

37. Highlight critical issues identified as directed. D-3   

38. Edit materials for disaster-specific accuracy and clarity. D-3   

• Spell check 
• Grammar check 
• Proofread 
• Various style guides 

   

39. Submit the written product to immediate supervisor for review. D-3   

40. Revise the product as directed. D-3   

41. Distribute reports as directed. D-3   

    

Behavior/Activity: Effectively transition position duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Obtain the time of transition from immediate supervisor. I   

43. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

44. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Obtain performance appraisal from supervisor. I   

46. Report to the Training Unit upon completion of training 
assignment. I   

47. Make return travel arrangements. I   

48. Prepare the final travel voucher. I   

49. Return accountable property to the Accountable Property Office 
(APO). I   

50. Submit the final timesheet, appraisal form, and travel voucher. I   

51. Check out with the Automated Deployment Database (ADD). I   

52. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Reports Specialist (RPSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Reports Specialist (RPSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Reports Specialist (RPSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Resource Support Manager (RTMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies. 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

12. Use common terminology. I   
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13. Maintain appropriate span of control. I   

14. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

16. Recognize and communicate potentially hazardous situations. D-3   

17. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

18. Verify that special precautions are taken when hazards exist. D-3   

19. Use personal protective equipment (PPE) when issued. D-3   

20. Safeguard property and equipment. D-3   

21. Provide current information for the call-down roster. D-3   

22. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that the organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

24. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

25. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 
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26. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

27. Make any organizational adjustments if necessary. D-3   

28. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

29. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

31. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

32. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   
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35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates with relevant information on their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   
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41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of functional area personnel status 
changes when they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 
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53. Explain how the functional area’s assignments fit into the context 
of the bigger picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

61. Create a work environment that provides mutual respect and equal 
opportunity for all functional area personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    
Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

66. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Ensure that all External Affairs product, equipment, and contract needs are met 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Meet with the External Affairs Officer (EAO) to determine 
External Affairs requirements. E   

68. Oversee subordinates in their interactions with Logistics. D-3   

• Space 
• Equipment 
• Contract execution 

   

69. Assist the EAO in staffing needs. I   

• Local hires 
• Deployment requests 

   

    

Behavior/Activity: Ensure staff accountability 

Competency: Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Oversee subordinates’ timely tracking of EA staff accountability. E   

• Updated personnel data 
• Staff accountability 
• Notifications of unaccounted-for staff 

   

71. Ensure the establishment of External Affairs emergency and safety 
procedures. E   

• Joint Field Office (JFO) 
• Field 

   

72. Ensure that External Affairs’ distributed emergency procedures are 
current and accurate. E   

• Call-down exercise 
• Actual event 
• Continuity of Operations Plan (COOP) 
• Field safety and security 
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Behavior/Activity: Ensure the support of the External Affairs functional areas as directed 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Oversee administrative actions needed to support the EAO. E   

• Administrative documents 
• Human Resources (HR) documents 
• Meeting schedules 

   

74. Attend staff meetings as directed in order to maintain awareness of 
EA resource support requirements. I   

• State Coordinating Officer (SCO)/Federal Coordinating Officer (FCO) 
• EA functional areas 
• Conference/video teleconference (VTC) calls 

   

75. Ensure that the EA briefing and information materials are current. D-3   

• Smart book 
• EA Weekly Communications Summary (EAWCS) 
• Demobilization Plan 
• Rotation plan 

   

    

Behavior/Activity: Ensure that a filing system for External Affairs documentation is created and maintained 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Ensure that subordinates are maintaining EA documents following 
established procedures. E   

• Paper 
• Electronic 
• Records management 

   

    

Behavior/Activity: Ensure that assigned reports are completed 

Competency: Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

77. Review the reports that subordinates submit. D-3   

78. Highlight identified critical issues as directed. D-3   
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Behavior/Activity: Coordinate the orderly transition of EA activities and materials to the JFO functional 
areas and region 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Supervise the transfer of materials as agreed. D-3   

• Electronic files 
• Hard copy files 

   

80. Coordinate with Logistics to turn over office space, equipment, 
and services. D-3   

• Phones 
• Office equipment 
• Office furniture 
• Contracted services 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Negotiate the time of transition. I   

82. Provide for adequate overlap to ensure efficient transfer of duties. I   

83. Brief replacement on current situation. I   

84. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

85. Ensure that an effective transition of duties is accomplished. I   

86. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

87. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

88. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

89. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

90. Obtain performance appraisal from supervisor. I   

91. Report to the Training Unit upon completion of training 
assignment. I   

92. Make return travel arrangements. I   

93. Prepare the final travel voucher. I   

94. Return accountable property to the Accountable Property Office 
(APO). I   

95. Submit the final timesheet, appraisal form, and travel voucher. I   

96. Check out with the Automated Deployment Database (ADD). I   

97. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Resource Support Manager (RTMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Resource Support Manager (RTMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Resource Support Manager (RTMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Resource Support Specialist (RTSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Incident facilities, types, and location 
• Special safety considerations or hazardous situations 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

12. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

14. Advise co-workers of potentially hazardous situations where 
appropriate. I   

15. Use personal protective equipment (PPE) when issued. I   

16. Safeguard property and equipment. I   

17. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

18. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

19. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

20. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

21. Share current information with co-workers and immediate 
supervisor. D-3   
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22. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

24. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

25. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Support all External Affairs product, equipment, and contract needs 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Meet with immediate supervisor to determine External Affairs 
(EA) requirements. E   

• Office floor plan 
• Office equipment 
• Contracting needs  

   

27. Assist Logistics to arrange office space allocated to External 
Affairs, state partners, and other agencies. E   

• Staff space 
• Media center 
• Conference area 
• Office equipment 
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28. Ensure the proper operation of office equipment. E   

• Dial tone 
• Net connectivity 
• Printers operational 

   

29. Coordinate with Logistics for contracted services as directed. D-3   

• Satellite trucks 
• Printing 
• Public notice 

   

30. Assist supervisor with staffing needs as directed. I   

• Local hires 
• Deployment requests 

   

    

Behavior/Activity: Maintain staff accountability 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Collect and log personnel data from incoming EA staff as directed. E   

• Appropriate forms used 
• Electronic database updated 

   

32. Complete the daily staff accountability report as directed. E   

33. Make appropriate notifications on occurrence of unaccounted staff. E   

• External Affairs Officer 
• Safety/Security 
• Federal Coordinating Officer (FCO) Executive Assistant 

   

34. Ensure that External Affairs’ distributed emergency procedures are 
current and accurate. E   

• Call-down exercise 
• Actual event 
• Continuity of Operations Plan (COOP) 
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Behavior/Activity: Support supervisor in managing External Affairs resources 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Create the administrative documents used in External Affairs. E   

• Organization charts 
• Telephone lists 
• Call-down lists 
• Email distribution list 

   

36. Maintain the administrative documents used in External Affairs. E   

37. Follow established procedures for the processing of time sheets as 
directed. E   

• Collect 
• Review 
• Forward 
• Copy 

   

38. Verify EA staffing against the report from Human Resources. E   

• Job titles 
• Assigned staff 
• Timesheets 

   

39. Maintain meeting schedules for EA staff. E   

• Congressional briefing 
• Community meetings 
• Internal Joint Field Office (JFO) meetings 
• Conference calls 

   

40. Attend staff meetings as directed in order to maintain awareness of 
EA resource support requirements. I   

• State Coordinating Officer (SCO)/FCO 
• EA functional areas 
• Conference/video teleconference (VTC) calls 

   

41. Ensure that EA briefing materials are created and maintained. D-3   

• Smart book 
• Disaster-related materials 

   

42. Provide EA information for various plans and summaries as 
directed. D-3   

• EA Weekly Communications Summary (EAWCS) 
• Demobilization Plan 
• Rotation plan 
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Behavior/Activity: Create and maintain a filing system for External Affairs documentation 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Determine the needs of an EA filing system to support EA 
functions as directed. E   

• Paper 
• Electronic 

   

44. Keep files in accordance with FEMA and internal procedures. E   

• Records management    

    

Behavior/Activity: Complete and prioritize assigned reports 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Draft reports as directed. D-3   

• EAWCS 
• Remedial Action Management Plan (RAMP) 

   

46. Highlight identified critical issues as directed. D-3   

47. Edit materials for disaster-specific accuracy and clarity. D-3   

• Spell check 
• Grammar check 
• Proofread 
• Various style guides 

   

48. Submit the written product to immediate supervisor for review. D-3   

    

Behavior/Activity: Assist with an orderly transition of EA activities and materials to the JFO functional areas 
and region 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Interface with the Regional Office to determine specific 
requirements for the transition of EA materials as directed. D-3   

50. Create transition materials. D-3   
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51. Assist Logistics to turn over office space, equipment, and services. D-3   

• Phones 
• Office equipment 
• Office furniture 
• Contracted services 

   

52. Provide EA transition information to other JFO functional areas as 
directed. D-3   

    

Behavior/Activity: Effectively transition position duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Obtain the time of transition from immediate supervisor. I   

54. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

55. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Obtain performance appraisal from supervisor. I   

57. Report to the Training Unit upon completion of training 
assignment. I   

58. Make return travel arrangements. I   

59. Prepare the final travel voucher. I   

60. Return accountable property to the Accountable Property Office 
(APO). I   

61. Submit the final timesheet, appraisal form, and travel voucher. I   

62. Check out with the Automated Deployment Database (ADD). I   

63. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Resource Support Specialist (RTSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Resource Support Specialist (RTSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Resource Support Specialist (RTSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Research and Writing Specialist (RWSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Incident facilities, types, and location 
• Special safety considerations or hazardous situations 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

12. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

14. Advise co-workers of potentially hazardous situations where 
appropriate. I   

15. Use personal protective equipment (PPE) when issued. I   

16. Safeguard property and equipment. I   

17. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

18. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

19. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

20. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

21. Share current information with co-workers and immediate 
supervisor. D-3   
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22. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

24. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

25. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Demonstrate Computer Skills 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Demonstrate proficiency in the basic functions of the current 
version of government-issued Microsoft Word. E   

• File folder organization 
• Save as 
• Formatting 
• Copy/paste 
• Change fonts 

   

27. Demonstrate proficiency in the basic functions of the current 
version of government-issued Outlook. E   

• Sort by date 
• Attachments 
• Search 
• Calendar 
• Folders 
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28. Demonstrate proficiency in the basic functions of the current 
version of government-issued Adobe Acrobat. E   

• File folder organization 
• Save as “.pdf” 
• Formatting 
• Copy/paste 
• Change fonts 

   

    

Behavior/Activity: Conduct preliminary research for product development 

Competency: Researching Information (C21); Analysis/Reasoning (C2)  

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Determine from immediate supervisor the research requirements 
for the assigned project. E   

• Product type(s) 
• Audience 

   

30. Obtain current FEMA templates. E   

• Sample documents 
• Taglines 
• Style guides 

   

31. Gather information from all appropriate sources, as directed. E   

• Program liaisons 
• Existing database of documents 
• Other External Affairs (EA) functional areas 
• Other agencies 
• Internet/intranet 
• Local, state, or tribal resources 

   

    

Behavior/Activity: Write accurate, consistent, clear products 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Write a news release compliant with the AP Style Guide. E   

33. Write talking points. E   

34. Write a public service announcement, as directed by immediate 
supervisor. E   
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35. Produce Community Relations flyers. E   

36. Write a Daily Communications Summary. D-3   

37. Write a situation report (Sitrep). D-3   

38. Write a congressional or intergovernmental advisory. D-3   

39. Clarify complex information for the assigned product. E   

• Target audience 
• Appropriate reading level 
• Jargon and acronyms 

   

40. Verify information within the product. E   

• Phone numbers 
• Hyperlinks 
• Names and titles 
• Times 
• Addresses 

   

41. Edit materials for disaster-specific accuracy and clarity. E   

• Spell check 
• Grammar check 
• Proofread 
• Various style guides 

   

42. Submit the written product to immediate supervisor for review. E   

43. Revise the product as directed. E   

    
Behavior/Activity: Finalize products for distribution 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Follow established guidance for the approval process to ensure that 
the required sign-offs are obtained from appropriate personnel. E   

45. Format the document for appropriate distribution. D-3   

• PR Newswire or current distribution system 
• Congressional Affairs 
• Media Relations Specialist 
• Private Sector 

   

46. Maintain files and data in the appropriate locations per filing 
protocols. D-3   
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Behavior/Activity: Effectively transition position duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Obtain the time of transition from immediate supervisor. I   

48. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

49. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Obtain performance appraisal from supervisor. I   

51. Report to the Training Unit upon completion of training 
assignment. I   

52. Make return travel arrangements. I   

53. Prepare the final travel voucher. I   

54. Return accountable property to the Accountable Property Office 
(APO). I   

55. Submit the final timesheet, appraisal form, and travel voucher. I   

56. Check out with the Automated Deployment Database (ADD). I   

57. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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Graphics Specialty 
Behavior/Activity:  Demonstrate the ability to develop and incorporate graphics into FEMA products 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Develop PowerPoint presentations. E   

• Insert images 
• Animation 
• Hyperlinks 
• Media clips 
• Print/handout formats 

   

2. Obtain current FEMA PowerPoint templates. E   

3. Utilize mandatory DHS branding guidelines in all products. E   

• Seal placement 
• Taglines 
• Color 
• Font 

   

4. Develop flyers/brochures using the appropriate formatting. E   

5. Design graphics for displays. E   

• Billboards 
• Banners 

   

6. Produce an E-News Update. E   
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Publications Specialty 
Behavior/Activity: Demonstrate the ability to publish FEMA products 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Utilize mandatory DHS branding guidelines in all products. E   

• Seal placement 
• Taglines 
• Color 
• Font 

   

2. Demonstrate proficiency in the current version of government-
issued publishing software. E   

3. Develop the appropriate layout for products, as directed. E   

• Format 
• Graphics placement 

   

4. Produce an E-News Update and/or Recovery Times. E   

• Layout 
• Design 
• Mitigation success stories 
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Research and Writing Specialist (RWSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Research and Writing Specialist (RWSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Research and Writing Specialist (RWSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Speakers Bureau Specialist (SBSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 
• Flyers 
• News Desk number 
• Public Information Officer (PIO) number 
• Incident Action Plan (IAP) 
• Daily Communications Summary 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Incident facilities, types, and location 
• Special safety considerations or hazardous situations 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 
• Geographic area 
• Functional area 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

12. Use common terminology. I   

    

Behavior/Activity:  Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

14. Advise co-workers of potentially hazardous situations where 
appropriate. I   

15. Use personal protective equipment (PPE) when issued. I   

16. Safeguard property and equipment. I   

17. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

18. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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19. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

20. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

21. Share current information with co-workers and immediate 
supervisor. D-3   

22. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

24. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

25. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Manage the daily operation of the Speakers Bureau 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Establish and maintain positive interpersonal and interagency 
relationships. E   

• Create open communications channels 
• Identify common interests 
• Generate and pursue common objectives and goals 
• Practice active listening 

   

27. Establish and maintain a calendar showing the status of speaking 
events. E   

• Pending 
• Approved 
• Completed 
• Shared/common drive 

   

28. Create and maintain an internal distribution list of speaking events. E   

• Program areas 
• Functional areas 
• Senior staff 
• State 

   

29. Create and maintain speaker files as directed. E   

• Speaker request 
• Post-meeting report 
• List of speakers 

   

30. Coordinate with functional and program areas to identify subject 
matter expert (SME) speakers. I   

    

Behavior/Activity: Manage requests for speakers 

Competency: Knowledge of Program & Technical Protocols (C15); Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Establish contact with the point of contact specified on the request. I   

32. Verify request specifics provided on the Speakers Bureau Request 
Form. I   

• Physical location 
• Audience 
• Time 
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33. Determine the type and level of request.  I   

• Official attendees 
• Political influence 
• Audience issues/concerns 

   

34. Obtain supervisor’s approval for request fulfillment. I   

35. Contact program and functional areas involved to request speakers.    

• Mitigation 
• Public Assistance (PA) 
• Small Business Association (SBA) 
• Intergovernmental Affairs (IGA) 
• Individual Assistance (IA) 

   

36. Issue informational notification of the event. I   

• External Affairs (EA) functional areas 
• State and local partners 

   

37. Notify the point of contact to confirm participation. I   

• Speaker names/titles 
• Number of participants 
• Program areas 
• Materials 

   

38. Follow up with assigned speakers on the upcoming speaking 
engagement. I   

    

Behavior/Activity: Handle post-meeting tasks 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Obtain post-meeting follow-up report (Community Relations 
Speakers Bureau Follow-Up Meeting Report). I   

40. Analyze the report to identify follow-up issues. I   

41. Forward follow-on issues to the appropriate program. I   

42. File the report with the original request. I   
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Behavior/Activity: Transition Speaker Bureau responsibilities to supervisor  

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Brief supervisor on actions performed in the assigned area. I   

44. Provide to supervisor information maintained in the filing system. I   

    
Behavior/Activity: Effectively transition position duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Obtain the time of transition from immediate supervisor. I   

46. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

47. Notify immediate supervisor when the transition is complete. I   

    
Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Obtain performance appraisal from supervisor. I   

49. Report to the Training Unit upon completion of training 
assignment. I   

50. Make return travel arrangements. I   

51. Prepare the final travel voucher. I   

52. Return accountable property to the Accountable Property Office 
(APO). I   

53. Submit the final timesheet, appraisal form, and travel voucher. I   

54. Check out with the Automated Deployment Database (ADD). I   

55. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Speakers Bureau Specialist (SBSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Speakers Bureau Specialist (SBSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Speakers Bureau Specialist (SBSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Incident facilities, types, and location 
• Special safety considerations or hazardous situations 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

12. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

14. Advise co-workers of potentially hazardous situations where 
appropriate. I   

15. Use personal protective equipment (PPE) when issued. I   

16. Safeguard property and equipment. I   

17. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

18. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

19. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

20. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

21. Share current information with co-workers and immediate 
supervisor. D-3   
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22. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

24. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

25. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Obtain disaster situational awareness 

Competency: Researching Information (C21); Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Review current federal disaster assistance program guidelines and 
policies. D-3   

• Individual and Households Program (IHP) maximum amount of 
assistance 

• Public Assistance program limits and cost-share 
• Mitigation plans and issues 

   

27. Obtain current FEMA External Affairs (EA) templates. D-3   

• Weekly plan 
• Daily plan 
• Sample EA documents 

   



21 November 2011, Revised EA STRATEGY AND MESSAGING SPECIALIST (SMSP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 9 

28. Gather information on disaster situational awareness. D-3   

• Incident Action Plan (IAP) 
• Preliminary Damage Assessment (PDA) 
• Daily Communication Summary 
• Demographics 
• Local politics 

   

29. Gather information from all appropriate sources, as directed. D-3   

• EA Program Liaisons 
• EA Media Relations 
• EA Media Analysis 
• Limited English Proficiency/Additional Communication Needs 

(LEP/ACN) 
• Geospatial Information Systems (GIS) group 
• Existing database of documents 
• Internet/intranet 
• Local, state, or tribal resources 

   

30. Establish a point of contact (POC) in the Planning Section to 
facilitate information exchange. D-3   

• Products 
• Schedules 
• Requirements 
• Deadlines 

   

    

Behavior/Activity: Participate in the incident action planning process 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Gather planned External Affairs actions for the next operational 
period. D-3   

• Functional areas involved 
• Geographic area 
• Tasks 
• Contact information 

   

32. Prepare the Operational Planning Worksheet (ICS 215) for 
External Affairs, as directed. D-3   

33. Participate in the Operations Incident Action Plan (IAP) tactics 
meeting, as directed. D-3   
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34. Determine strategic messaging based on the outcomes of the 
tactics meeting. D-3   

• Changes to the incident objectives 
• Program changes 
• Declaration amendments 
• Changes to distribution points 
• Disaster Recovery Center changes 
• LEP/ACN and Tribal changes 

   

35. Attend the operational period Operations briefing to gather 
situational awareness. D-3   

    

Behavior/Activity: Develop the Message and Write Communications Plan 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Develop a list of key issues for messaging based on data collection 
and meetings. D-3   

37. Prioritize issues in accordance with the incident objectives. D-3   

38. Develop message(s) to address key issues. D-3   

39. Identify target audiences. D-3   

40. Determine appropriate communication modes. D-3   

• Social media 
• News release 
• Press conference 
• Community Relations distribution 
• Town hall meeting 

   

41. Write the communication plan. D-3   

• Timing 
• Key roles 
• Products 
• Event planning 
• Desired outcomes 

   

42. Obtain approval for the communication plan through immediate 
supervisor. D-3   

43. Write a “Rapid Response” Media Communications Plan. D-3   
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Behavior/Activity: Effectively transition position duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Obtain the time of transition from immediate supervisor. I   

45. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

46. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Obtain performance appraisal from supervisor. I   

48. Report to the Training Unit upon completion of training 
assignment. I   

49. Make return travel arrangements. I   

50. Prepare the final travel voucher. I   

51. Return accountable property to the Accountable Property Office 
(APO). I   

52. Submit the final timesheet, appraisal form, and travel voucher. I   

53. Check out with the Automated Deployment Database (ADD). I   

54. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Strategy and Messaging Specialist (SMSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Strategy and Messaging Specialist (SMSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Strategy and Messaging Specialist (SMSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Tribal Affairs Specialist (TBSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Incident facilities, types, and location 
• Special safety considerations or hazardous situations 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

12. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

14. Advise co-workers of potentially hazardous situations where 
appropriate. I   

15. Use personal protective equipment (PPE) when issued. I   

16. Safeguard property and equipment. I   

17. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

18. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

19. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

20. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

21. Share current information with co-workers and immediate 
supervisor. D-3   
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22. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

24. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

25. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Conduct preliminary tribal research 

Competency: Researching Information (C21); Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Complete cultural competency research as directed. E   

• Verbal language 
• Nonverbal language 
• Tribal customs 
• Protocols 
• Ceremonial protocols 

   

27. Brief the cultural competency to appropriate audiences. E   

• Programs 
• Command staff 
• External Affairs (EA) functional areas 
• Region 

   



21 November 2011, Revised EA TRIBAL AFFAIRS SPECIALIST (TBSP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 9 

28. Conduct preliminary research on the tribal leadership structure. E   

• Government information resources 
• Tribal information resources 
• Tribal associations 
• Internet 
• Internal FEMA resources 

   

29. Review the tribal profile. E   

• Disaster history 
• Grantee history 
• Sub-grantee history 
• Government structure 
• Demographics 
• Contact Regional Stakeholder/Outreach Staff Member 

   

30. Review incident specifics. I   

• Daily Communications Summary 
• Program specialists 
• Immediate supervisor 
• EA Program Liaison 
• State programs 
• Other agency programs 

   

31. Articulate the trends and comments of tribal officials. D-3   

• Daily media analysis 
• Tribal blogs 
• Public meetings 
• Personal interaction 
• EA functional areas, including Limited English Proficiency/Additional 

Communications Needs (LEP/ACN) Specialist if staffed 

   

    

Behavior/Activity: Demonstrate knowledge of federal statute, regulations, policies, and procedures as they 
pertain to tribal relations 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Explain the declaration process to your immediate supervisor as it 
applies to tribes. D-3   

33. Explain grantee/sub-grantee requirements to immediate supervisor. D-3   
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34. Explain programs to immediate supervisor as they pertain to tribes. D-3   

• Public Assistance 
• Individual Assistance 
• Mitigation 
• National Flood Insurance Program (NFIP) 

   

35. Describe the purpose of the FEMA tribal agreement to immediate 
supervisor. D-3   

    

Behavior/Activity: Interface with tribal officials 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Make initial contact to obtain an invitation from tribal officials. I   

• Letter preferred    

37. Create and maintain an activity contact log. E   

• Name and title 
• Phone number 
• Email 
• Issues 
• Inquiries 
• Dates of meetings/phone calls 
• Resolution 

   

38. Conduct a meeting with tribal officials as appropriate. I   

39. Prepare and deliver a presentation at a tribal meeting. I   

• Tribal council 
• Business committee 
• Tribal subcommittee 
• Tribal emergency manager  

   

40. Prepare communication in response to inquiries in coordination 
with: E   

• Immediate supervisor 
• Program liaison manager 
• Legal staff 
• Program leads 
• LEP/ACN 
• Regional tribal coordinator 

   

41. Prepare activity reports as required I   

42. Complete the closeout procedure per standard operating procedure 
(SOP) as directed. I   
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Behavior/Activity: Demonstrate Knowledge of federal statute, regulations, policies, and procedures as they 
pertain to tribal relations 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Explain the declaration process to your immediate supervisor as it 
applies to tribes. D-3   

44. Explain grantee/sub-grantee requirements to immediate supervisor. D-3   

45. Explain programs to immediate supervisor as they pertain to tribes. D-3   

• Public Assistance 
• Individual Assistance 
• Mitigation 
• National Flood Insurance Program (NFIP) 

   

46. Describe the purpose of the FEMA tribal agreement to immediate 
supervisor. D-3   

    

Behavior/Activity: Effectively transition position duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Obtain the time of transition from immediate supervisor. I   

48. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

49. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Obtain performance appraisal from supervisor. I   

51. Report to the Training Unit upon completion of training 
assignment. I   

52. Make return travel arrangements. I   

53. Prepare the final travel voucher. I   

54. Return accountable property to the Accountable Property Office 
(APO). I   

55. Submit the final timesheet, appraisal form, and travel voucher. I   

56. Check out with the Automated Deployment Database (ADD). I   

57. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Tribal Affairs Specialist (TBSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Tribal Affairs Specialist (TBSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Tribal Affairs Specialist (TBSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Videographer Specialist (VGSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Incident facilities, types, and location 
• Special safety considerations or hazardous situations 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

12. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

14. Advise co-workers of potentially hazardous situations where 
appropriate. I   

15. Use personal protective equipment (PPE) when issued. I   

16. Safeguard property and equipment. I   

17. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

18. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

19. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

20. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

21. Share current information with co-workers and immediate 
supervisor. D-3   



EA VIDEOGRAPHER SPECIALIST (VGSP) 21 November 2011 

8 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

22. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

24. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

25. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Perform video shoots based on incident needs and priorities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Coordinate assignments and desired products with External Affairs 
(EA) Planning & Products through immediate supervisor. D-3   

27. Establish the assignment details of video shoots as directed. D-3   

• Type of end product 
• Location 
• Points of contact 
• Phone numbers 
• Survivors 
• Disaster workers 
• Public officials 
• Preliminary Damage Assessments 
• VIP visits 
• Opening of Disaster Recovery Center (DRC) 
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28. Determine the equipment requirements for the specific assignment. D-3   

• Camera equipment 
• Editing software 
• Special lighting 
• Audio equipment 

   

29. Obtain appropriate permission for videos as required. D-3   

• Property owner 
• Site managers 
• Individual consent 

   

30. Complete the video assignment as scheduled. D-3   

    

Behavior/Activity: Produce the final video package 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Identify the type of product being produced. D-3   

• Long format piece 
• Web production 
• National media release 
• Internal communication 
• Press conference 
• Live events 

   

32. Coordinate production requirements with Planning & Products 
appropriate functional areas. D-3   

• Script 
• Visual elements 
• Approval process 
• Deadlines 
• Shot sheet 

   

33. Review and edit video footage according to standard operating 
procedure (SOP). D-3   

• Format requirements 
• Captioning requirements 
• Delivery processes 

   

34. Review and edit video footage per the style guide as appropriate. D-3   
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35. Follow established approval process as directed. D-3   

• SOP 
• EA Officer (EAO) 
• Joint Field Office (JFO) guidelines 
• Immediate supervisor 

   

36. Produce and submit the video product for release through social 
media platforms according to SOP. D-3   

37. Submit the video for internal FEMA use. D-3   

• Satellite 
• Data feeds 
• Overnight delivery 

   

38. Identify and select video footage to be archived. D-3   

39. Transfer digitized footage to the hard drive(s) for Headquarters to 
archive. D-3   

40. Create a tape log. D-3   

• Location 
• Date 
• Photographer 
• Subject matter 

   

41. Provide dubs to requesting officials as appropriate. D-3   

• Regional requests 
• Private sector requests 
• State requests 
• FEMA Headquarters requests 

   

    

Behavior/Activity: Create close captioning for broadcast 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Produce a transcript of the video for closed captioning according to 
SOP. D-3   

43. Input the transcript into the appropriate captioning software. D-3   

44. Produce the captioning output file. D-3   
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Behavior/Activity: Effectively transition position duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Obtain the time of transition from immediate supervisor. I   

46. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

47. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Obtain performance appraisal from supervisor. I   

49. Report to the Training Unit upon completion of training 
assignment. I   

50. Make return travel arrangements. I   

51. Prepare the final travel voucher. I   

52. Return accountable property to the Accountable Property Office 
(APO). I   

53. Submit the final timesheet, appraisal form, and travel voucher. I   

54. Check out with the Automated Deployment Database (ADD). I   

55. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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Broadcast Specialty 
Behavior/Activity:  Plan broadcast activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Ensure the appropriate venue to meet technical operational 
requirements. E   

• Technical space constraints 
• Audio 
• Lighting 

   

2. Coordinate the broadcast schedule with Headquarters. E   

• Satellite time 
• Space coordinates 

   

3. Provide satellite information to Planning & Products to produce 
the media advisory. E   

4. Coordinate event requirements with Media Relations. E   

• Who 
• What 
• When 
• Where 

   

5. Ensure that the associated visuals are available and completed. E   
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Behavior/Activity:  Perform broadcast operations 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

6. Monitor technical aspects of broadcast operations. D-3   

• Uplink process 
• Event progression 
• Time 
• Communication paths 

   

7. Verify and monitor video sources as appropriate. D-3   

• Live cameras 
• Outgoing video feeds 

   

8. Monitor the broadcast to ensure that content conforms to 
DHS/FEMA policies and regulations. D-3   

• Sensitive imagery 
• Personally identifiable information (PII) 
• Survivor and injured confidentiality 
• Health Insurance Portability and Accountability Act (HIPAA) 

   

9. Provide broadcast logistical support as needed. D-3   

• Public address system 
• Monitors 
• Hardware 
• Presentations 

   

10. Distribute video products as directed. D-3   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Videographer Specialist (VGSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Videographer Specialist (VGSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Videographer Specialist (VGSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EA Visual Imaging Manager (VIMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 

  



EA VISUAL IMAGING MANAGER (VIMG) 21 November 2011 

2 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

12. Use common terminology. I   
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13. Maintain appropriate span of control. I   

14. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

16. Recognize and communicate potentially hazardous situations. D-3   

17. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

18. Verify that special precautions are taken when hazards exist. D-3   

19. Use personal protective equipment (PPE) when issued. D-3   

20. Safeguard property and equipment. D-3   

21. Provide current information for the call-down roster. D-3   

22. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

24. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

25. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 
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26. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

27. Make any organizational adjustments if necessary. D-3   

28. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

29. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

31. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

32. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   
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35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates with relevant information on their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   
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41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of functional area personnel status 
changes when they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 
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53. Explain how the functional area’s assignments fit into the context 
of the bigger picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

61. Create a work environment that provides mutual respect and equal 
opportunity for all functional area personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    
Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

66. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Manage the photography and videography services 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Oversee the photography services and support. I   

68. Oversee the videography services and support. I   

69. Request a broadcast specialty based on the assigned incident. I   

70. Resolve competing priorities to ensure that services are provided 
as needed. I   

71. Ensure that projects are coordinated across External Affairs (EA) 
functional areas. I   

• Planning & Products 
• Special events 
• Media Relations 
• Limited English Proficiency/Additional Communications Needs 

(LEP/ACN) and Tribal Specialist, if staffed 

   

72. Provide input to the Joint Information Center Strategic Plan as 
directed. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Negotiate the time of transition. I   

74. Provide for adequate overlap to ensure efficient transfer of duties. I   

75. Brief replacement on current situation. I   

76. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

77. Ensure that an effective transition of duties is accomplished. I   

78. Notify immediate supervisor when the transition is complete. I   

  



21 November 2011 EA VISUAL IMAGING MANAGER (VIMG) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 13 

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

80. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

81. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Obtain performance appraisal from supervisor. I   

83. Report to the Training Unit upon completion of training 
assignment. I   

84. Make return travel arrangements. I   

85. Prepare the final travel voucher. I   

86. Return accountable property to the Accountable Property Office 
(APO). I   

87. Submit the final timesheet, appraisal form, and travel voucher. I   

88. Check out with the Automated Deployment Database (ADD). I   

89. Check out with the Information Technology (IT) Service Manager 
in the Communications Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EA Visual Imaging Manager (VIMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

EA Visual Imaging Manager (VIMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EA Visual Imaging Manager (VIMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Environmental Compliance Review Specialist (ECSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 
• Environmental/Historic Preservation (EHP) standard operating 

procedure 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet.  I   

6. Report to the Training Unit to check in as a trainee. I   



ENVIRONMENTAL COMPLIANCE REVIEW SPECIALIST (ECSP) 21 November 2011, Revised 

6 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Incident facilities, types, and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   

23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   

27. Follow procedures for handling sensitive information. E   

• Personally Identifiable Information (PII) 
• Applicant information 
• Archaeological sites 
• Nesting sites 
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Behavior/Activity: Collect data on environmental considerations related to potential impact 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Analyze available Preliminary Damage Assessment (PDA) data. D-3   

• Declared counties 
• Types of damage 
• Intensity of damage 
• Affected EHP resources 

   

29. Collect data from agency websites, program areas, and news 
media. D-3   

• Endangered Species Act (ESA) 
• State Historic Preservation Office (SHPO) 
• National Historic Landmarks 
• Wild and Scenic Rivers 
• Costal barrier resource areas 
• Environmental Protection Agency (EPA) hazard waste sites 
• Tribal web pages 
• State Fish and Wildlife species list 

   

30. Acquire geospatial information system (GIS) data and other 
relevant/available data from appropriate agencies as directed. D-3   

• Endangered species data 
• Wetlands data 
• Historic data 

   

    

Behavior/Activity: Demonstrate the ability to use EHP-related computer applications 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Utilize GIS products and applications. D-3   

• FEMA Map Service Center (flood maps) 
• Wetlands Mapper 
• ENVAS 
• Google Earth 
• Data warehouse 

   

32. Utilize the Environmental Management Information System 
(EMIS). D-3   
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33. Use database and work processing programs to generate reports. D-3   

• Site-visit trip reports 
• Memos to the file 
• Tracking sheets 

   

    

Behavior/Activity: Work with components of the incident management organization to support effective 
program delivery 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Attend meetings to provide EHP information. D-3   

• Kick-off meetings 
• Applicant briefings 
• Disaster Housing Operations (DHOPS) meetings 

   

35. Engage program staff within your EHP assignment to identify 
common considerations and priorities. D-3   

• Public Assistance (PA) project specialist 
• PA crew leader 
• Mitigation specialists 
• Individual Assistance (IA) housing personnel 

   

36. Provide general information to the incident management 
organization regarding EHP requirements for their programs. D-3   

• Greenbook/Greensheet 
• Disaster-specific handouts 
• Specific EHP laws and processes 
• Current agreements and protocols 
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Behavior/Activity: Provide technical assistance to the incident management organization 

Competency: Interpersonal Skills (C14); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Research environmental considerations and best practices to 
answer specific questions, provide recommendations, or solve 
problems. 

D-3 
  

• State design standards 
• Historical damage data 
• Standard practices 
• Permits 

   

38. Advise immediate supervisor when additional EHP expertise is 
required. D-3   

• National Historic Preservation Act (NHPA) trigger points 
• ESA trigger points 
• Floodplain Management (Executive Order 11988) 

   

39. Provide input to immediate supervisor or other appropriate EHP 
personnel on functional plans. D-3   

• Status of project review 
• Needed consultation 
• Resource considerations 

   

    

Behavior/Activity: Conduct EHP project reviews 

Competency: Decision Making & Judgment (C7); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that complete project information is obtained prior to 
review (with program staff). D-3   

• Scope of work 
• Lat-Long information 

   

41. Determine the necessary scope of review. D-3   

• National Environmental Policy Act (NEPA) 
• NHPA 
• ESA 

   

42. Conduct site visits when required. D-3   



ENVIRONMENTAL COMPLIANCE REVIEW SPECIALIST (ECSP) 21 November 2011, Revised 

12 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

43. Review the proposed projects in accordance with environmental 
laws, executive orders, regulations, agreements, policies, and 
procedures. 

D-3 
  

• ESA 
• Executive Order 11988 
• Protection of Wetlands (Executive Order 11990) 

   

44. Identify potential/actual project impacts. D-3   

• Runoff into waterways 
• Expansion of footprint 
• Ground disturbance 

   

45. Identify environmental mitigation measures, as appropriate. D-3   

• Permits 
• Work windows or timing 
• Construction methods or sequencing 

   

46. Coordinate the integration of environmental reviews with 
concurrent historic preservation and floodplain reviews. D-3   

47. Make correct determinations under environmental laws and 
executive orders. D-3   

48. Inform immediate supervisor when a project has compliance 
issues. D-3   

• Timeliness 
• Complexity 
• Projects on hold 

   

49. Document the review process. D-3   

• Appropriate letters/attachments 
• Completed the Environmental Management Information System 

(EMIS) record 
• Project conditions 
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Behavior/Activity: Write effectively 

Competency: Communication-Written (C5) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Prepare written reports and other documents. D-3   

• Plain English 
• Well-organized 
• Audience appropriate 
• Clear and concise 

   

51. Submit written reports and other documents through proper 
channels. D-3   

• Proper review 
• Appropriate signature(s) 
• Following disaster guidelines and the EHP Management Plan 

   

    

Behavior/Activity: Manage documentation according to the EHP Management Plan 

Competency: Knowledge of Program & Technical Protocols (C15); Manage & Organize Information 
(C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Organize and file documents. D-3   

• Correspondence 
• Meeting notes 
• Site visit reports 
• Photographs 

   

53. Consolidate documents into the EHP disaster record. D-3   

• Disaster notebook 
• EHP Management Plan 
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Obtain the time of transition from immediate supervisor. I   

55. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

56. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Obtain performance appraisal from supervisor. I   

58. Report to the Training Unit upon completion of training 
assignment. I   

59. Make return travel arrangements. I   

60. Prepare the final travel voucher. I   

61. Return accountable property to the Accountable Property Office 
(APO). I   

62. Submit final timesheet, appraisal form, and travel voucher. I   

63. Check out with the Automated Deployment Database (ADD). I   

64. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Environmental Compliance Review Specialist (ECSP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Environmental Compliance Review Specialist (ECSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Environmental Compliance Review Specialist (ECSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position. 

 
Official’s Signature and Date 

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Environmental Floodplain Specialist (EFSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 
• Environmental/Historic Preservation (EHP) standard operating 

procedure 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet.  I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Incident facilities, types, and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   

23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   

27. Follow procedures for handling sensitive information. E   

• Personally Identifiable Information (PII) 
• Applicant information 
• Archaeological sites 
• Nesting sites 
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Behavior/Activity: Collect data to support compliance with 44 Code of Federal Regulations (CFR) Part 9—
Floodplain Management. 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Identify EHP resource considerations in a Preliminary Damage 
Assessment (PDA). I   

• Historic communities 
• Parks 
• Floodplains 
• Marshes 

   

29. Gather information for disaster-specific guidance. D-3   

• PDA report 
• Relevant policy guidance 
• Class reviews 

   

30. Obtain existing resources that can be used to facilitate reviews. D-3   

• Flood Insurance Rate Map (FIRM) 
• Advisory Base Flood Elevations (ABFEs) 
• Floodplain Information (FPI) reports 
• High-water mark determinations 
• Remote sensing documentation 

   

    

Behavior/Activity: Synthesize information using EHP-related computer applications 

Competency: Information Management (C13); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Integrate computer-generated data into reports, documents, or 
other products. D-3   

• Geospatial information system (GIS) products 
• Wetlands Mapper 
• ENVAS 
• Google Earth 
• FEMA Map Service Center 
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Behavior/Activity: Complete the eight-step process per 44 CFR Part 9 

Competency: Decision Making & Judgment (C7); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Determine the necessary scope of review. D-3   

• Level of public involvement 
• Applicable exemptions and exceptions 

   

33. Provide required public notice. D-3   

34. Coordinate the integration of Part 9 floodplain reviews with 
concurrent historic preservation and environmental reviews. D-3   

35. Conclude the eight-step process, with adequate documentation. D-3   

• Floodplain checklist 
• Wetlands permit 
• Affidavit of public notice 

   

    

Behavior/Activity: Provide technical assistance on floodplain considerations to the incident management 
organization and external stakeholders 

Competency: Interpersonal Skills (C14); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Support Compliance Review Specialists in floodplain reviews. D-3   

• Floodplain location determinations (mapping) 
• Application of exemptions and exclusions 

   

37. Communicate floodplain management information, advice, and 
opinions in a proper, precise, and timely manner—to solve 
problems, answer questions, and inform others. 

D-3 
  

• Public Assistance (PA) personnel 
• Housing personnel 
• Other Federal agencies 
• State trainings for environmental compliance 
• Special interest groups 

   

38. Assist program staff and applicants in identifying practicable 
alternatives to avoid the floodplain. D-3   

• Documented in the eight-step process    
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Behavior/Activity: Write effectively 

Competency: Communication-Written (C5)  

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Prepare written reports and other documents D-3   

• Plain English 
• Well-organized 
• Audience appropriate 
• Clear and concise 

   

40. Submit written reports and other documents through proper 
channels D-3   

• Proper review 
• Appropriate signature(s) 
• Following disaster guidelines and the EHP Management Plan 

   

    

Behavior/Activity: Manage documentation according to the EHP Management Plan 

Competency: Knowledge of Program & Technical Protocols (C15); Manage & Organize Information 
(C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Organize and file documents. D-3   

• Correspondence 
• Meeting notes 
• Site visit reports 
• Photographs 

   

42. Consolidate documents into the EHP disaster record. D-3   

• Disaster notebook 
• EHP Management Plan 
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Obtain the time of transition from immediate supervisor. I   

44. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

45. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Obtain performance appraisal from supervisor. I   

47. Report to the Training Unit upon completion of training 
assignment. I   

48. Make return travel arrangements. I   

49. Prepare the final travel voucher. I   

50. Return accountable property to the Accountable Property Office 
(APO). I   

51. Submit final timesheet, appraisal form, and travel voucher. I   

52. Check out with the Automated Deployment Database (ADD). I   

53. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Environmental Floodplain Specialist (EFSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Environmental Floodplain Specialist (EFSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Environmental Floodplain Specialist (EFSP) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Environmental/Historic Preservation Advisor (EHAD) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 





21 November 2011, Revised ENVIRONMENTAL/HISTORIC PRESERVATION ADVISOR (EHAD) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 1 

FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Environmental/Historic Preservation (EHP) standard operating 

procedure 
• EHP Strategic Plan 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies. 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet.  I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

11. Obtain regional considerations affecting the incident 
organization/operation from the Regional Environmental Officer 
(REO). 

D-3 
  

• Existing and new relationships with Federal and State agencies 
• Previous disaster/non-disaster information 
• Issues 
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

• Proper footwear for site visits 
• Reflective vests 

   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any organizational adjustments if necessary. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   

35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 
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38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that work completed is consistent with direction and policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Put each subordinate’s assignments in the context of the bigger 
picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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61. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

67. Follow procedures for handling sensitive information. E   

• Personally Identifiable Information (PII) 
• Applicant information 
• Archaeological sites 
• Nesting sites 

   

    

Behavior/Activity: Ensure integration of the EHP program into incident activities 

Competency: Knowledge of Program & Technical Protocols (C15); Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

68. Assess potential EHP concerns, considerations, and needs. D-3   

69. Establish EHP presence and visibility. D-3   

• Invitations to staff meetings 
• Invitations to working groups 
• EHP Overview to other programs 
• EHP included in incident documents 

   

70. Review and approve EHP Management Plan. D-3   
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71. Review and approve incident-specific guidance. D-3   

• Greenbook/Greensheet 
• Deviations from the EHP standard operating procedure 

   

72. Maintain the EHP Administrative Record for the incident. D-3   

• Meeting records 
• Documentation of incident-wide decisions 
• Copies of correspondence 

   

73. Establish streamlining procedures. D-3   

• Expedited protocols for reviews 
• Emergency consultations 

   

    

Behavior/Activity: Ensure appropriate relationships with external partners and customers 

Competency: Interpersonal Skills (C14); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Oversee public involvement to ensure compliance with EHP laws, 
regulations and Executive Orders. D-3   

• Disaster-wide public notice 
• Complex projects 
• Environmental Assessments 
• Findings of Adverse Effects 

   

75. Lead coordination with external agencies. D-3   

• Scoping meeting 
• Designated points of contact 
• Communication protocols 
• Initialization of resource agency correspondence 

   

76. Develop and propose streamline initiatives. D-3   

• Programmatic approaches 
• Group consultation 
• Preapproved actions 
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Behavior/Activity: Provide technical expertise to the incident management organization and external 
customers 

Competency: Interpersonal Skills (C14); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

77. Address complex considerations of EHP compliance and 
operations. D-3   

• Noncompliance 
• Lead Federal agency status 
• Non-federal representatives (Endangered Species Act [ESA]) 
• Authorization to consult (National Historic Preservation Act [NHPA]) 

   

78. Provide program oversight, technical expertise, and support to 
EHP personnel. D-3   

79. Provide advice and counsel on EHP laws, regulations and 
Executive Orders. D-3   

• Noncompliance is properly flagged and elevated 
• Sense of the overall degree of EHP compliance in EHP activities 
• Office of Chief Counsel notification 

   

80. Keep the REO informed of significant issues. D-3   

• Noncompliance 
• Change in incident size and complexity 

   

    

Behavior/Activity: Write effectively 

Competency: Communication-Written (C5) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Prepare written reports and other documents. D-3   

• Plain English 
• Well-organized 
• Audience appropriate 
• Clear and concise 

   

82. Submit written reports and other documents through proper 
channels. D-3   

• Proper review 
• Appropriate signature(s) 
• Following disaster guidelines and EHP Management Plan 
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

83. Negotiate the time of transition. I   

84. Provide for adequate overlap to ensure efficient transfer of duties. I   

85. Brief replacement on current situation. I   

86. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

87. Ensure that an effective transition of duties is accomplished. I   

88. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

90. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

91. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Obtain performance appraisal from supervisor. I   

93. Report to the Training Unit upon completion of training 
assignment. I   

94. Make return travel arrangements. I   

95. Prepare the final travel voucher. I   

96. Return accountable property to the Accountable Property Office 
(APO). I   

97. Submit the final timesheet, appraisal form, and travel voucher. I   

98. Check out with the Automated Deployment Database (ADD). I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Environmental/Historic Preservation Advisor (EHAD) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Environmental/Historic Preservation Advisor (EHAD) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Environmental/Historic Preservation Advisor (EHAD) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised   

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

EHP Manager (EHMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Environmental/Historic Preservation (EHP) standard operating 

procedure 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies. 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet.  I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

• Proper footwear for site visits 
• Reflective vests 

   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet the immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any organizational adjustments if necessary. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   

35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 
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38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Put each subordinate’s assignments in the context of the bigger 
picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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61. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

67. Follow procedures for handling sensitive information. E   

• Personally Identifiable Information (PII) 
• Applicant information 
• Archaeological sites 
• Nesting sites 

   

    

Behavior/Activity: Develop and maintain the EHP Management Plan 

Competency: Manage Development of Plans (C17); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

68. Draft the EHP Management Plan according to the EHP standard 
operating procedure for the EHP Advisor to approve. D-3   

• Use of templates 
• Previous plans 
• Maintenance of electronic and hard copy records 

   

69. Implement the EHP Management Plan. D-3   
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70. Refine the EHP Management Plan as necessary. D-3   

• Addition of new disaster declarations 
• Escalation or expansion of incident 
• Revelation of significant issues 
• Execution of programmatic agreements 

   

71. Ensure that documentation is maintained in accordance with the 
EHP Management Plan. D-3   

    

Behavior/Activity: Manage the dissemination of EHP information to incident management organization 
components and external customers 

Competency: Customer Focus (C6); Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Develop incident-specific guidance. D-3   

• Greenbook/Greensheet 
• Frequently asked questions (FAQs) 
• PowerPoint presentation 
• Electronic 
• Hard copy 
• Standard comments for the disaster 

   

73. Ensure the proper distribution of incident-specific guidance. D-3   

• Applicant briefings 
• Kick-off meetings 
• Publish to the web 

   

    

Behavior/Activity: Establish and maintain lines of communication with incident management organization 
components 

Competency: Interpersonal Skills (C14); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Develop lines of communication for incident management 
organization components to request EHP Resources. D-3   

• Participation in meeting 
• Site visits 
• Assignments 
• Designate EHP points of contact 
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Behavior/Activity: Manage the EHP compliance review process 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Manage the Environmental Management Information System 
(EMIS) to meet EHP performance measures. D-3   

• Environmental Officers’ Review queue 
• EMIS queue workload 

   

76. Address noncompliance. D-3   

• Brief management 
• Proper use of the EMIS rework and pending buttons 
• Negotiate and resolve noncompliance 

   

    

Behavior/Activity: Write effectively 

Competency: Communication-Written (C5) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

77. Prepare written reports and other documents. D-3   

• Plain English 
• Well-organized 
• Audience appropriate 
• Clear and concise 

   

78. Submit written reports and other documents through proper 
channels. D-3   

• Proper review 
• Appropriate signature(s) 
• Following disaster guidelines and the EHP Management Plan 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Negotiate the time of transition. I   

80. Provide for adequate overlap to ensure efficient transfer of duties. I   
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81. Brief replacement on current situation. I   

82. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

83. Ensure that an effective transition of duties is accomplished. I   

84. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

86. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

87. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Obtain performance appraisal from supervisor. I   

89. Report to the Training Unit upon completion of training 
assignment. I   

90. Make return travel arrangements. I   

91. Prepare the final travel voucher. I   

92. Return accountable property to the Accountable Property Office 
(APO). I   

93. Submit final timesheet, appraisal form, and travel voucher. I   

94. Check out with the Automated Deployment Database (ADD). I   

95. Check out with the IT Service Manager in the Communication Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

EHP Manager (EHMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 



21 November 2011, Revised EHP MANAGER (EHMG) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 19 

Evaluation Record 

 
TRAINEE NAME 

EHP Manager (EHMG) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

EHP Manager (EHMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Environmental Specialist (ENSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 





21 November 2011, Revised ENVIRONMENTAL SPECIALIST (ENSP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 1 

FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 

  



ENVIRONMENTAL SPECIALIST (ENSP) 21 November 2011, Revised 

2 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 
• Environmental/Historic Preservation (EHP) standard operating 

procedure 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet.  I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    
Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 

your assignment 
Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Incident facilities, types, and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

 
Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   
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Behavior/Activity:  Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   
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23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   

27. Follow procedures for handling sensitive information. E   

• Personally Identifiable Information (PII) 
• Applicant information 
• Archaeological sites 
• Nesting sites 

   

    

Behavior/Activity: Collect data on environmental considerations related to potential impact 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Identify EHP resource considerations in a Preliminary Damage 
Assessment (PDA). I   

• Historic communities 
• Parks 
• Floodplains 
• Marshes 

   



21 November 2011, Revised ENVIRONMENTAL SPECIALIST (ENSP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 9 

29. Gather information for disaster-specific guidance. D-3   

• PDA report 
• Relevant policy guidance 
• Programmatic agreements 

   

    

Behavior/Activity: Synthesize information using EHP-related computer applications 

Competency: Information Management (C13); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Integrate computer-generated data into reports, documents, or 
other products. D-3   

• Geospatial information system (GIS) products 
• Wetlands Mapper 
• ENVAS 
• Google Earth 

   

    

Behavior/Activity: Make determinations of effect on EHP resources beyond established agreements/protocols 
for streamlined review 

Competency: Decision Making & Judgment (C7); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Identify for streamlined review determinations not covered by 
established agreements/protocols. D-3   

32. Identify external agencies for consultation. D-3   

• U.S. Fish & Wildlife Service 
• National Park Service 
• National Marine Fisheries Service 
• U.S. Army Corps of Engineers 
• State environmental or resource agencies 

   

33. Lead a scoping activity with an external agency. D-3   

34. Identify the requirements for technical specialists and 
communicate the need to immediate supervisor. D-3   

• Certified Wetlands Scientist 
• Soil Scientist 
• Air Quality Specialist 

   

35. Make a determination of effect. D-3   
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36. Coordinate the integration of environmental reviews with 
concurrent historic preservation and floodplain reviews. D-3   

37. Finalize letters requesting concurrence. D-3   

• On behalf of the agency or for supervisor’s signature 
• Following FEMA correspondence requirements 
• Proper tone 
• Clear statement of issue(s) 
• Appropriate legal reference(s) 

   

38. Conclude a consultation, with adequate documentation. D-3   

    

Behavior/Activity: Provide technical assistance on environmental considerations to the incident management 
organization and external stakeholders 

Competency: Interpersonal Skills (C14); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Support Compliance Review Specialists in environmental reviews. D-3   

• Application of programmatic agreements and/or protocols for 
endangered species 

• Coastal Zone Management (CZM) determinations 
• Programmatic environmental assessments 

   

40. Communicate environmental information, advice, and opinions 
that are proper, precise, and timely—to solve problems, answer 
questions, and inform others. 

D-3 
  

• Other Federal agencies 
• State trainings for environmental compliance 
• Special interest groups 

   

    

Behavior/Activity: Write effectively 

Competency: Communication-Written (C5) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Prepare written reports and other documents. D-3   

• Plain English 
• Well-organized 
• Audience appropriate 
• Clear and concise 
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42. Submit written reports and other documents through proper 
channels. D-3   

• Proper review 
• Appropriate signature(s) 
• Following disaster guidelines and the EHP Management Plan 

   

 

Behavior/Activity: Manage documentation according to the EHP Management Plan 

Competency: Knowledge of Program & Technical Protocols (C15); Manage & Organize Information 
(C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Organize and file documents. D-3   

• Correspondence 
• Meeting notes 
• Site visit reports 
• Photographs 

   

44. Consolidate documents into the EHP disaster record. D-3   

• Disaster notebook 
• EHP Management Plan 

   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Obtain the time of transition from immediate supervisor. I   

46. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

47. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Obtain performance appraisal from supervisor. I   

49. Report to the Training Unit upon completion of training 
assignment. I   

50. Make return travel arrangements. I   

51. Prepare the final travel voucher. I   

52. Return accountable property to the Accountable Property Office 
(APO). I   

53. Submit final timesheet, appraisal form, and travel voucher. I   

54. Check out with the Automated Deployment Database (ADD). I   

55. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Environmental Specialist (ENSP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Environmental Specialist (ENSP) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Environmental Specialist (ENSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Historic Preservation Specialist (HSSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 





21 November 2011, Revised HISTORIC PRESERVATION SPECIALIST (HSSP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 1 

FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 
• Environmental/Historic Preservation (EHP) standard operating 

procedure 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    
Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 

your assignment 
Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Incident facilities, types, and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

 
Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 
Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   
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23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   

27. Follow procedures for handling sensitive information. E   

• Personally Identifiable Information (PII) 
• Applicant information 
• Archaeological sites 
• Nesting sites 

   

    

Behavior/Activity: Collect data on historic preservation considerations related to potential impact 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Identify historic resource considerations in a Preliminary Damage 
Assessment (PDA). I   

• Historic communities 
• Historic landmarks and properties 
• Collections (artifacts, museums, historical societies) 
• Potential for archaeological resources 
• Tribal concerns 
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29. Gather information for disaster-specific guidance. D-3   

• PDA report 
• Relevant policy guidance 
• Programmatic agreements 

   

    

Behavior/Activity: Synthesize information using EHP-related computer applications 

Competency: Information Management (C13); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Integrate computer-generated data into reports, documents, or 
other products. D-3   

• Geospatial information system (GIS) products 
• ENVAS 
• Google Earth 
• State Historic Preservation Officer (SHPO) databases 
• National Park Service databases 

   

    

Behavior/Activity: Make determinations for National Historic Preservation Act (NHPA) Section 106 
compliance 

Competency: Decision Making & Judgment (C7); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Identify undertakings. D-3   

• Covered by established allowances 
• Meets expedited review requirements 
• Full Section 106 review process 

   

32. Identify consulting and interested parties. D-3   

• SHPO 
• Advisory Council on Historic Preservation 
• National Park Service 
• Tribes 
• Local historical societies 

   

33. Identify required public involvement. D-3   

• Sufficiency of disaster-wide public notice 
• Media engagement 
• Public meetings 
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34. Lead a scoping activity with an external agency or interested party. D-3   

35. Identify the requirements for technical specialists and 
communicate the need to immediate supervisor. D-3   

• Secretary of Interior (SOI)-qualified archaeologist 
• SOI-qualified historic architect 
• Ethnographer 

   

36. Complete historic preservation reviews for the potential presence 
of, and impact to, historic properties. D-3   

• Significance of properties 
• Timely 
• Legally sufficient 

   

37. Facilitate the development of solutions. D-3   

• Addresses the project’s purpose and needs 
• Minimizes the impact to historic properties 
• Addresses the concerns of all consulting parties to the extent 

practicable 

   

38. Coordinate the integration of historic reviews with concurrent 
environmental and floodplain reviews. D-3   

39. Finalize letters requesting concurrence. D-3   

• On behalf of the agency or for supervisor’s signature 
• Following FEMA correspondence requirements 
• Proper tone 
• Clear statement of issue(s) 
• Appropriate legal reference(s) 

   

40. Conclude a consultation, with adequate documentation, per 36 
Code of Federal Regulations (CFR) Part 800.11. D-3   

    

Behavior/Activity: Provide technical assistance on historic preservation considerations to the incident 
management organization and external stakeholders 

Competency: Interpersonal  Skills (C14); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Support Compliance Review Specialists in historic preservation 
reviews. D-3   

• Use of agreement documents 
• Application of allowances 
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42. Communicate proper, precise, and timely information, advice, and 
opinions on historic preservation, to solve problems, answer 
questions, and inform others. 

D-3 
  

• State agency trainings for historic compliance 
• Special interest groups 
• Public assistance trainings 

   

    

Behavior/Activity: Write effectively 

Competency: Communication-Written (C5) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Prepare written reports and other documents. D-3   

• Plain English 
• Well-organized 
• Audience appropriate 
• Clear and concise 

   

44. Submit written reports and other documents through proper 
channels. D-3   

• Proper review 
• Appropriate signature(s) 
• Following disaster guidelines and the EHP Management Plan 

   

    

Behavior/Activity: Manage documentation according to the EHP Management Plan 

Competency: Knowledge of Program & Technical Protocols (C15); Manage & Organize Information 
(C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Organize and file documents. D-3   

• Correspondence 
• Meeting notes 
• Site visit reports and maps 
• Photographs 

   

46. Consolidate documents into the EHP disaster record. D-3   

• Disaster notebook 
• EHP Management Plan 
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Obtain the time of transition from immediate supervisor. I   

48. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

49. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Obtain performance appraisal from supervisor. I   

51. Report to the Training Unit upon completion of training 
assignment. I   

52. Make return travel arrangements. I   

53. Prepare the final travel voucher. I   

54. Return accountable property to the Accountable Property Office 
(APO). I   

55. Submit final timesheet, appraisal form, and travel voucher. I   

56. Check out with the Automated Deployment Database (ADD). I   

57. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Historic Preservation Specialist (HSSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Historic Preservation Specialist (HSSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Historic Preservation Specialist (HSSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position. 

 
Official’s Signature and Date 

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Equal Rights Advisor (ERAD) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Obtain agency identification (badge) or other government-issued 
identifications. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Air Card, if applicable 

   

8. Report to the Training Unit to check in as a trainee. I   

9. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather situational information 
relevant to your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

11. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

12. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS forms. 

I   

14. Maintain appropriate span of control. I   

15. Use common terminology. I   

16. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

17. Provide for the safety, welfare, and accountability of co-workers. D-3   

18. Recognize potentially-hazardous situations. D-3   

19. Communicate potentially-hazardous situations. D-3   

20. Use personal protective equipment (PPE) as issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster. D-3   

24. Verify special precautions are taken when hazards exist. D-3   

25. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   
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Behavior/Activity: Ensure that the organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

27. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

28. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

29. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

30. Make any organizational adjustments if necessary. D-3   

31. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

32. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Attend scheduled briefings as required. D-3   

34. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

36. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

37. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

38. Share current information with co-workers and immediate 
supervisor. D-3   

39. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

  



EQUAL RIGHTS ADVISOR (ERAD) 21 November 2011 

10 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

41. Request additional resources or release surplus resources. D-3   

42. Keep immediate supervisor informed of changes. D-3   

43. Notify immediate supervisor of all resource status changes when 
they occur. D-3   

44. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

49. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

51. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

52. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Prepare, provide, and distribute hard copy and electronic documents 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Verify the accuracy of the Equal Rights portion of the 
Administrative Procedures. D.3   

54. Draft commitment letter for Federal Coordinating Officer (FCO)’s 
signature. D.3   

55. Ensure a method of distribution for FCO commitment letter to 
current and future FEMA staff assigned to the disaster. D.3   

56. Verify the accuracy of information on all posters and in all Equal 
Rights documents before they are duplicated and distributed. D.3   

57. Ensure prominent display of required Equal Rights posters at all 
facilities. D.3   

58. Prepare and/or provide Equal Employment Opportunity 
(EEO)/Civil Rights (CR) information for documents. D.3   

• Posters 
• Filers 
• Brochures 
• Newsletters 

   

59. Compile counseling information packages. D.3   

    

Behavior/Activity: Maintain confidentiality 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

60. Disclose the confidentiality protections and limitations to all 
appropriate parties. D.3   

61. Comply with all laws, regulations, and policies. D.3   

62. Comply with the Headquarters, Office of Equal Rights (HQ OER) 
protocol for media contact. D.3   
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Behavior/Activity: Identify potential EEO/CR issues 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Demonstrate openness and approachability to employees and 
constituents. D.3   

• Visibility 
• Willingness to listen and engage employees 
• Positive interactions 
• Body language 

   

64. Identify EEO/CR issues that may be the result of the specific type 
or location of the disaster. D.3   

65. Conduct an initial assessment of the potential EEO/CR issues by 
meeting with the leaders of the Command Staff, General Staff, and 
program areas as appropriate. 

D.3 
  

66. Attend selected staff meetings to identify potential EEO/CR issues. D.3   

67. Identify potential EEO/CR issues by working with FEMA program 
offices and the FCO. D.3   

• Contracting issues (Public Assistance) 
• Grant issues (Hazard Mitigation) 
• Environmental issues (Environmental and Historical Preservation) 
• Tribal issues (Tribal Liaison) 
• Americans with Disabilities Act requirements (Safety) 

   

68. Maintain ongoing relationships and open lines of communications 
with Command Staff, General Staff, and program staff. D.3   

69. Establish and maintain open lines of communication with pertinent 
external constituencies while maintaining the confidentiality 
protocol. 

D.3 
  

70. Attend appropriate meetings and briefings. D.3   

• PA kickoff meetings 
• Applicant briefings 
• Community briefings 

   

71. Review media and program area reports. D.3   

72. Visit field facilities. D.3   

73. Review planned FEMA activities and documents for compliance 
with policies, laws, and regulations pertaining to EEO and CR. D.3   

74. Attend Unified Coordination Group (UCG) and Command Staff 
meetings. D.3   

75. Monitor local hiring practices. D.3   
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Behavior/Activity: Gather information and conduct research 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Monitor population and applicant demographics. D.3   

77. Track employment demographics, including local hires. D.3   

78. Interview key people involved in EEO/CR issues and/or 
complaints. D.3   

79. Contact HQ OER to seek information, advice, and/or guidance. D.3   

80. Gather information and documentation in response to HQ OER 
requests. D.3   

• Civil Rights inquiries 
• Special projects 

   

81. Accumulate potentially-relevant documents and information. D.3   

82. Monitor congressional inquiries for potentially-relevant 
information, when requested. D.3   

    

Behavior/Activity:  Analyze information to develop recommendations 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

83. Evaluate gathered information on a given EEO/CR issue for 
relevancy and completeness. D.3   

84. Identify the policies and procedures that are relevant to the issue or 
complaint. D.3   

85. Analyze information and cross-check it against pertinent policies 
and procedures to identify next steps. D.3   

86. Confer with appropriate program offices to validate analysis of the 
collected information. D.3   

87. Develop recommendations to resolve the issue. D.3   

• Counseling 
• Negotiation 
• Revised procedures 
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Behavior/Activity: Provide advice, guidance, and support 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Provide guidance to FEMA management and employees, 
applicants, and other appropriate parties regarding EEO/CR issues. D.3   

89. Refer non-EEO/CR issues to appropriate resources. D.3   

• Immediate supervisor 
• Human Resources 
• Alternative Dispute Resolution (ADR) 

   

    

Behavior/Activity: Process equal employment issues 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

90. Conduct initial employee discussion. D.3   

91. Demonstrate neutrality. D.3   

• Not taking sides 
• Validating information 
• Provide information—not advice 

   

92. Send completed Notice of EEO Activity to HQ OER. D.3   

93. Call HQ OER immediately when harassment issues arise. D.3   

94. Provide the complainant with the appropriate materials. D.3   

• Counseling checklist 
• Rights & Responsibilities 
• Your Right to EEO 

   

95. Meet with complainant and others to conduct fact-finding, while 
maintaining confidentiality. D.3   

96. Identify the common and conflicting perspectives of all parties 
involved in the issue(s). D.3   

97. Clarify for all parties the apparent underlying issues, to focus the 
resolution efforts. D.3   

98. Describe the rationale and procedure for requesting an EEO 
counseling extension. D.3   
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99. Conduct the final interview and inform the complainant of the right 
to file if unresolved. D.3   

100. Write the EEO Counselor’s report to document the case and 
follow-up actions. D.3   

101. Submit the EEO Counselor’s report to HQ OER. D.3   

    

Behavior/Activity: Process civil rights issues 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

102. Conduct initial applicant discussion. D.3   

103. Call HQ OER immediately when harassment issues arise. D.3   

104. Collect relevant National Emergency Management Information 
System (NEMIS) information. D.3   

105. Send Notice of CR Activity to HQ OER. D.3   

106. Mail a letter and CR flier to the complainant. D.3   

107. Talk with complainant and others and conduct an inquiry, 
maintaining the confidentiality protocol. D.3   

108. Identify the common and conflicting perspectives of all parties 
involved in the issue(s). D.3   

109. Clarify for the applicant the apparent underlying issues, to focus 
the resolution efforts. D.3   

110. Negotiate a solution and resolve the case, if possible. D.3   

111. Conduct the final interview and inform the complainant of his or 
her right to file, if the case is unresolved. D.3   

112. Write the CR Inquiry Report to document the issue and all 
resolution efforts. D.3   

113. Submit the CR Inquiry Report to HQ OER. D.3   
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Behavior/Activity: Plan, organize, coordinate, and schedule work 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

114. Plan activities to effectively meet requirements and objectives. D.3   

115. Prioritize concurrent tasks to be accomplished in order to meet 
deadlines. D.3   

116. Coordinate with HQ OER and with field Equal Rights staff in 
other FEMA locations to maintain consistency. D.3   

117. Maintain a log describing the status of EEO/CR cases from the 
current disaster, for consistency and avoiding duplication of effort. D.3   

118. Coordinate with other program offices on relevant issues. D.3   

119. Document ongoing activities in the 30-day Equal Rights Officer 
Report for HQ OER. D.3   

120. Ensure that all FCO or HQ OER requests are addressed. D.3   

121. Shred Equal Rights files at the close of the Joint Field Office 
(JFO). D.3   
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Behavior/Activity: Provide training 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

122. Coordinate plans with Training Unit staff (if on site). D.3   

123. Assess the training needs of EEO/CR employees in FEMA 
facilities. D.3   

124. Reserve training space and requisition audiovisual (AV) 
equipment. D.3   

125. Schedule training classes at times and locations that meet 
employees' and managers' needs. D.3   

126. Conduct training using adult learning techniques and the modules 
provided. D.3   

127. Collect and review written evaluations. D.3   

128. Demonstrate flexibility in training materials, schedules, locations, 
and delivery. D.3   

129. Submit sign-in sheets for entry into the Agency’s records system. D.3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

130. Determine the time of transfer. I   

131. Provide for adequate overlap to ensure efficient transfer of duties. I   

132. Ensure incident status information is up-to-date. I   

133. Ensure an effective transfer of duties is accomplished. I   

134. Brief replacement on current situation. I   

135. Notify immediate supervisor when transition is complete I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

136. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

137. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

138. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

139. Obtain performance appraisal from supervisor. I   

140. Report to the Training Unit upon completion of training 
assignment. I   

141. Make return travel arrangements. I   

142. Prepare final travel voucher. I   

143. Return accountable property to the Accountable Property Office 
(APO). I   

144. Submit final timesheet, appraisal form, and travel voucher. I   

145. Check out with the Automated Deployment Database (ADD). I   

146. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Equal Rights Advisor (ERAD) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Equal Rights Advisor (ERAD) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Equal Rights Advisor (ERAD) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Lead Equal Rights Advisor (ERLD) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Activity/Behavior: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Activity/Behavior: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Obtain agency identification (badge) or other government-issued 
identifications. I   



LEAD EQUAL RIGHTS ADVISOR (ERLD) 21 November 2011 

6 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Air Card, if applicable 

   

8. Report to the Training Unit to check in as a trainee. I   

9. Check in with the Automated Deployment Database (ADD). I   

    

Activity/Behavior: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Obtain relevant information on your assignment. I   

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 
• Anticipated workload 

   

11. Obtain situational awareness from immediate supervisor 
concerning your assignment.    

• Current priorities 
• Known issues 
• Background information 

   

12. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

13. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

14. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Activity/Behavior: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS forms. I   

16. Maintain appropriate span of control. I   

17. Use common terminology. I   

18. Maintain unity of command. I   

    

Activity/Behavior: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Provide for the safety, security, welfare, and accountability of 
direct reports. D-3   

• Communicate potentially-hazardous situations 
• Use personal protective equipment (PPE) as issued 
• Safeguard property and equipment 
• Provide current information for the call-down roster 
• Information technology security procedures 
• Daily check-in 

   

20. Ensure your safety and welfare. D-3   

• Recognize potentially-hazardous situations 
• Inform direct reports of hazards 

   

21. Verify that special precautions are taken when hazards exist. D-3   

22. Develop and communicate, in a timely manner, emergency 
procedures that are consistent with the safety and security plans. D-3   

23. Ensure that adequate rest is provided to all assigned personnel. D-3   

24. Ensure that direct reports take appropriate breaks. D-3   

25. Ensure that a current recall roster is developed and maintained for 
assigned personnel. D-3   
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Activity/Behavior: Ensure that the organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

27. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

28. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

29. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

30. Make any organizational adjustments if necessary. D-3   

31. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

32. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Activity/Behavior: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Attend scheduled briefings as required. D-3   

34. Brief assigned direct reports. D-3   

• Ensure that all direct reports receive a briefing 
• Ensure assignments are clear and provide additional information 

needed 
• Discuss special safety considerations or situations 
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35. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

36. Brief immediate supervisor on results of debriefings. D-3   

    

Activity/Behavior: Execute the assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Hold personnel accountable for execution of assigned tasks. D-3   

38. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

39. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

40. Delegate specific authority based on the assigned tasks to assigned 
personnel. D-3   

41. Request additional resources or release surplus resources. D-3   

42. Address logistical problems noted or discovered by direct reports. D-3   

43. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

44. Gather and analyze information to validate direct report’s report of 
accomplishments. D-3   

45. Ensure that work completed is consistent with direction and policy. D-3   

• Immediate supervisor’s direction 
• Stafford Act requirements 
• FEMA policies 

   

46. Keep assigned personnel informed of changes. D-3   

47. Notify immediate supervisor of all resource status changes when 
they occur. D-3   
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48. Develop recommendations for next operational period. D-3   

49. Delegate tasks, functions, and projects to assigned personnel. D-3   

50. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Activity/Behavior: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

52. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

53. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Activity/Behavior: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your direct reports 
• Be punctual 
• Ensure fair and equal treatment of all direct reports 
• Keep direct reports informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 
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55. Provide vision to members to accomplish their mission. D-3   

• Put your team’s assignments in the context of the bigger picture    

56. Establish work assignments and set priorities. D-3   

57. Take corrective action when problems arise. D-3   

58. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Call-down contact list 
• Staggering of work hours 

   

59. Keep direct reports informed of decisions, actions, and changes 
that affect them. D-3   

60. Continuously evaluate performance D-3   

61. Communicate performance deficiencies immediately and take 
corrective action. D-3   

62. Ensure that personnel receive needed training, mentoring, and 
coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel so they can develop and maintain skills 
• Provide direct reports with opportunities for development 

   

63. Ensure all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

64. Prepare and discuss formal performance evaluations. D-3   

65. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

66. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   
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Activity/Behavior: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

68. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

69. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

70. Share current information with co-workers and immediate 
supervisor. D-3   

71. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Activity/Behavior: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Ensure participation in the development of appropriate plans. D-3   

• Staffing plan 
• Strategic plan 
• Transition plan 
• Demobilization plan 
• Continuity of operations (COOP) plan 

   

73. Ensure inclusion of appropriate language in the Safety Office 
Evacuation Plan to address the evacuation of employees with a 
disability. 

D-3 
  

 

Activity/Behavior: Provide mentoring to Equal Rights Advisors and Trainees 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Contact the Equal Rights Advisor/Trainee by telephone prior to 
deployment. D-3   

75. Develop rapport with the Equal Rights Advisor/Trainee. D-3   

76. Discuss with the Equal Rights Advisor/Trainee expectations for the 
deployment. D-3   

77. Review the Advisor/Trainee’s Position Task Book status and 
discuss the expectations for the deployment. D-3   

78. Provide Equal Rights Advisor/Trainee with an overview of 
operations. D-3   

• Office layout 
• DRCs 
• Key staff 
• Key meetings 
• Administrative information 

   

79. Discuss the importance and implications of effective 
communications when speaking to employees and applicants. D-3   

80. Allow the Equal Rights Advisor/Trainee to develop his or her skill 
set by shadowing and taking on lead assignments, as appropriate. D-3   
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Activity/Behavior: Provide general supervision and management of all Equal Rights responsibilities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Ensure that all ER personnel successfully perform their assigned 
duties and responsibilities. D-3   

• Prepare, provide, and distribute hard copy and electronic documents 
• Maintain confidentiality 
• Identify potential Equal Employment Opportunity (EEO)/Civil Rights 

(CR) issues 
• Gather information and conduct research 
• Analyze information to develop recommendations 
• Provide advice, guidance, and support 
• Process equal employment issues 
• Process civil rights issues 
• Plan, organize, coordinate, and schedule work 
• Provide training 
• Provide mentoring to Equal Rights Advisors and Trainees 

   

82. Ensure that all protocols are being performed on a timely basis. D-3   

83. Establish and maintain a system for tracking assigned tasks, 
functions, and projects. D-3   

84. Perform coaching/mentoring responsibilities, using techniques 
such as observation and review of work products. D-3   

    

Activity/Behavior: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Determine the time of transfer. I   

86. Provide for adequate overlap to ensure efficient transfer of duties. I   

87. Ensure incident status information is up-to-date. I   

88. Ensure an effective transfer of duties is accomplished. I   

89. Brief replacement on current situation. I   

90. Notify immediate supervisor when transition is complete I   
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Activity/Behavior: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

92. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

93. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Activity/Behavior: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Obtain performance appraisal from supervisor. I   

95. Report to the Training Unit upon completion of training 
assignment. I   

96. Make return travel arrangements. I   

97. Prepare final travel voucher. I   

98. Return accountable property to the Accountable Property Office 
(APO). I   

99. Submit final timesheet, appraisal form, and travel voucher. I   

100. Check out with the Automated Deployment Database (ADD). I   

101. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Lead Equal Rights Advisor (ERLD) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Lead Equal Rights Advisor (ERLD) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Lead Equal Rights Advisor (ERLD) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Chief of Staff Officer Type I (COS1) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 

  



CHIEF OF STAFF OFFICER TYPE I (COS1) 21 November 2011, Revised 

2 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain relevant information on your assignment. I   

• Resources currently assigned 
• Resources en-route and/or ordered 
• Incident facilities, types and location 
• Anticipated workload 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Determine if organizational structure is appropriate based 
supervisor direction. D-1   

13. Ensure organizational structure is ICS compliant. D-1   

• Span of control 
• Proper ICS positions 
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14. Review the Incident Action Plan (IAP), other relevant plans or the 
Planning Section’s Resource Unit to identify resources assigned by 
type and quantity. 

D-1 
  

• Supervisor name and contact information 
• Location 
• Assignment 

   

15. Ensure that personnel are qualified to perform in assigned 
positions. D-1   

16. Make any organizational adjustments if necessary. D-1   

17. Keep immediate supervisor and assigned personnel informed of 
changes. D-1   

18. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-1   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS Forms. I   

20. Maintain appropriate span of control. I   

21. Use common terminology. I   

22. Maintain unity of command. I   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Attend scheduled briefings as required. D-1   

24. Brief assigned subordinates. D-1   

• Ensure that all direct subordinates receive a briefing 
• Ensure assignments are clear and provide additional information 

needed 
• Discuss special safety considerations or situations 
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25. Debrief your immediate staff at the end of the operational period to 
gather information. D-1   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right – what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

26. Brief immediate supervisor on results of debriefings. D-1   

    
Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

28. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

29. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

30. Share current information with co-workers. I   

31. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Hold personnel accountable for execution of assigned tasks. D-1   

33. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-1   

34. Ensure assigned tasks and expectations for the operational period 
are reasonable and accurate. D-1   

35. Delegate specific authority based on the assigned tasks to 
subordinates. D-1   

36. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-1   

37. Request additional resources or release surplus resources. D-1   

38. Address logistical problems reported by subordinates. D-1   

39. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-1   

40. Gather and analyze information to validate subordinate report of 
accomplishments. D-1   

41. Ensure work completed is consistent with direction and policy. D-1   

• Immediate supervisor direction 
• Stafford Act requirements 
• FEMA policies 

   

42. Keep assigned personnel informed of changes. D-1   

43. Notify immediate supervisor of all resource status changes when 
they occur. D-1   

44. Develop recommendations for next operational period. D-1   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Provide for the safety, welfare and accountability of coworkers. D-1   

46. Recognize potentially hazardous situations. D-1   

47. Communicate potentially hazardous situations. D-1   

48. Use personal protective equipment (PPE) as issued. D-1   

49. Safeguard property and equipment. D-1   

50. Provide current information for the call-down roster. D-1   

51. Verify special precautions are taken when hazards exist. D-1   

52. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-1   

53. Maintain the integrity of the call down roster. D-1   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

55. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

56. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Exhibit principles of duty, integrity, and respect. D-1   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

58. Provide vision to members to accomplish their mission. D-1   

• Put your team’s assignments in the context of the bigger picture    

59. Establish work assignments and set priorities. D-1   

60. Take corrective action when problems arise. D-1   

61. Establish and communicate basic work guidelines D-1   

• Work hours 
• Rotation schedule 
• Call down contact list 
• Staggering of work hours 

   

62. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-1   

63. Continuously evaluate performance. D-1   

64. Communicate performance deficiencies immediately and take 
corrective action. D-1   

65. Ensure that personnel receive needed training and coaching. D-1   

• Orientation sessions and on-the-job training for new hires 
• Ongoing training and professional development for assigned personnel 

to develop required skills 
• Coaching so personnel can develop and maintain skills 
• Opportunities for development 
• Coach and guide personnel in techniques and skills for handling 

challenging interactions and difficult situations 
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66. Recognize effective individual and team performance. D-1   

67. Ensure all personnel time records are complete, accurate and 
submitted within established timeframes. D-1   

68. Prepare performance appraisals and discuss the results with direct 
reports. D-1   

69. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-1   

70. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-1   

    

Behavior/Activity: Oversee the Joint Field Office (JFO) administrative functions to ensure coordination and 
equity across the organization 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Manage the delegation of authority process using the appropriate 
forms. D-1   

• Delegation of Signature Authority (FEMA Form 093-3-1) 
• Delegation of Authority Matrix 
• Demobilization 
• Rotation 
• Overtime justification 

   

72. Recommend changes to the staffing plan based on staff input and 
analysis. D-1   

• Space 
• Cost 
• Personnel availability 
• Equipment availability 
• Local hires 

   

73. Verify through daily reports that all assigned staff members are 
accounted. D-1   

74. Review documents and correspondence for accuracy and 
completeness for Federal Coordinating Officer (FCO) approval. D-1   

• JFO Administrative Memo 
• Safety Plan 
• Continuity of Operations (COOP) Plan 
• Equal Employment Opportunity (EEO) Plan 
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75. Monitor the implementation of administrative policies and 
programs. D-1   

• JFO Administrative Memo 
• Safety plans 
• Security plans 
• Sick leave 
• Rotations 
• Compensation 
• Rental cars 
• Performance awards 
• DHS Records Management directive 

   

76. Oversee the coordination of VIP visits with input from multiple 
stakeholders. I   

    

Behavior/Activity: Ensure that the day-to-day JFO routine meets the overall needs of the disaster 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

77. Inform Command and General staff of the JFO hours of operation 
as determined by the FCO. D-1   

78. Ensure that the facility is functional during hours of operation. D-1   

• Accessible 
• Safe 
• Sanitary 
• Secure 

   

79. Adjudicate with the Command and General staff any shortcomings 
in the preset hours of operation. D-1   

80. Make recommendations to the FCO regarding adjustments in the 
hours of operations. D-1   

81. Orchestrate the sequence of daily activities to maximize 
productivity. D-1   

• Facility logistics 
• Resource coordination 
• Avoidance of schedule conflicts 
• Stress reduction 
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Behavior/Activity: Coordinate with the FCO and Command and General staff on crosscutting issues and 
recommend solutions 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Keep the FCO adequately informed. D-1   

83. Monitor incident activities to identify current or potential 
problems. D-1   

84. Represent the FCO in briefings, meetings, and conferences with 
federal, state, and local officials, as directed. D-1   

85. Coordinate the physical layout of the JFO and act as the final 
decision-maker (when required). D-1   

• Smoking area 
• Parking 
• Break rooms 
• Conference areas 
• Training rooms 

   

86. Develop guidance and procedures that adhere to FCO and agency 
policy. D-1   

• Conflict avoidance 
• Policy clarifications 

   

87. Communicate guidance and procedures that adhere to FCO and 
agency policy. D-1   

• All hands e-mails 
• All hands meetings 
• Memo 
• Postings and signs 

   

88. Coordinate distribution of limited resources based on mission 
requirements. D-1   

• Special equipment (mobile phones, GPS, cameras) 
• Vehicles 
• FEMA clothing 

   

89. Provide information at key planning meetings based on input from 
Chief of Staff elements and other relevant sources. D-1   

• Incident action planning meeting 
• Command and General staff meetings 
• Unified Coordination Group (UCG) meeting, as directed 
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90. Coordinate employee assistance services to ensure needs are met 
for individuals within the incident management organization. D-1   

• Employee assistance programs 
• Death and injury issues 
• Family support 
• Medical attention 

   

91. Contribute to the development of a demobilization or transition 
plan that supports the mission and addresses stakeholder needs. D-1   

92. Champion an overall environment that is open and team-based. D-1   

• Transparency 
• Information sharing 
• Training for specifically identified concerns 
• Results-oriented 
• Performance recognition 
• Few formal complaints 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

93. Determine time of transfer. D-1   

94. Provide for adequate overlap to ensure efficient transfer of duties. D-1   

95. Ensure incident status information is up-to-date. D-1   

96. Ensure an effective transfer of duties is accomplished. D-1   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

97. Oversee that all required incident documentation is completed. D-1   

98. Ensure that appropriate financial records are maintained and 
submitted to immediate supervisor. D-1   

99. Submit items for the Remedial Action Management Program 
(RAMP). D-1   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

100. Obtain performance appraisal from supervisor. I   

101. Make return travel arrangements. I   

102. Prepare final travel voucher. I   

103. Return accountable property. I   

104. Submit final timesheet, appraisal form, and travel voucher. I   

105. Check out with ADD. I   

106. Report to the Training Unit upon completion of training 
assignment. I   

107. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Chief of Staff Officer Type I (COS1) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Chief of Staff Officer Type I (COS1) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Chief of Staff Officer Type I (COS1) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Chief of Staff Officer Type II (COS2) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain relevant information on your assignment. I   

• Resources currently assigned 
• Resources en-route and/or ordered 
• Incident facilities, types and location 
• Anticipated workload 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Determine if organizational structure is appropriate based 
supervisor direction. D-2   

13. Ensure organizational structure is ICS compliant. D-2   

• Span of control 
• Proper ICS positions 
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14. Review the Incident Action Plan (IAP), other relevant plans or the 
Planning Section’s Resource Unit to identify resources assigned by 
type and quantity. 

D-2 
  

• Supervisor name and contact information 
• Location 
• Assignment 

   

15. Ensure that personnel are qualified to perform in assigned 
positions. D-2   

16. Make any organizational adjustments if necessary. D-2   

17. Keep immediate supervisor and assigned personnel informed of 
changes. D-2   

18. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-2   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS Forms. I   

20. Maintain appropriate span of control. I   

21. Use common terminology. I   

22. Maintain unity of command. I   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Attend scheduled briefings as required. D-2   

24. Brief assigned subordinates. D-2   

• Ensure that all direct subordinates receive a briefing 
• Ensure assignments are clear and provide additional information 

needed 
• Discuss special safety considerations or situations 
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25. Debrief your immediate staff at the end of the operational period to 
gather information. D-2   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right – what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

26. Brief immediate supervisor on results of debriefings. D-2   

    
Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

28. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

29. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

30. Share current information with co-workers. I   

31. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Hold personnel accountable for execution of assigned tasks. D-2   

33. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-2   

34. Ensure assigned tasks and expectations for the operational period 
are reasonable and accurate. D-2   

35. Delegate specific authority based on the assigned tasks to 
subordinates. D-2   

36. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-2   

37. Request additional resources or release surplus resources. D-2   

38. Address logistical problems reported by subordinates. D-2   

39. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-2   

40. Gather and analyze information to validate subordinate report of 
accomplishments. D-2   

41. Ensure work completed is consistent with direction and policy. D-2   

• Immediate supervisor direction 
• Stafford Act requirements 
• FEMA policies 

   

42. Keep assigned personnel informed of changes D-2   

43. Notify immediate supervisor of all resource status changes when 
they occur. D-2   

44. Develop recommendations for next operational period. D-2   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Provide for the safety, welfare and accountability of coworkers. D-2   

46. Recognize potentially hazardous situations. D-2   

47. Communicate potentially hazardous situations. D-2   

48. Use personal protective equipment (PPE) as issued. D-2   

49. Safeguard property and equipment. D-2   

50. Provide current information for the call-down roster. D-2   

51. Verify special precautions are taken when hazards exist. D-2   

52. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-2   

53. Maintain the integrity of the call down roster. D-2   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

55. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

56. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Exhibit principles of duty, integrity, and respect. D-2   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

58. Provide vision to members to accomplish their mission. D-2   

• Put your team’s assignments in the context of the bigger picture    

59. Establish work assignments and set priorities. D-2   

60. Take corrective action when problems arise. D-2   

61. Establish and communicate basic work guidelines. D-2   

• Work hours 
• Rotation schedule 
• Call down contact list 
• Staggering of work hours 

   

62. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-2   

63. Continuously evaluate performance. D-2   

64. Communicate performance deficiencies immediately and take 
corrective action. D-2   

65. Ensure that personnel receive needed training and coaching. D-2   

• Orientation sessions and on-the-job training for new hires 
• Ongoing training and professional development for assigned personnel 

to develop required skills 
• Coaching so personnel can develop and maintain skills 
• Opportunities for development 
• Coach and guide personnel in techniques and skills for handling 

challenging interactions and difficult situations 
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66. Recognize effective individual and team performance. D-2   

67. Ensure all personnel time records are complete, accurate and 
submitted within established timeframes. D-2   

68. Prepare performance appraisals and discuss the results with direct 
reports. D-2   

69. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-2   

70. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-2   

    

Behavior/Activity: Oversee the Joint Field Office (JFO) administrative functions to ensure coordination and 
equity across the organization 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Manage the delegation of authority process using the appropriate 
forms. D-2   

• Delegation of Signature Authority (FEMA Form 093-3-1) 
• Delegation of Authority Matrix 
• Demobilization 
• Rotation 
• Overtime justification 

   

72. Recommend changes to the staffing plan based on staff input and 
analysis. D-2   

• Space 
• Cost 
• Personnel availability 
• Equipment availability 
• Local hires 

   

73. Verify through daily reports that all assigned staff members are 
accounted. D-2   

74. Review documents and correspondence for accuracy and 
completeness for Federal Coordinating Officer (FCO) approval. D-2   

• JFO Administrative Memo 
• Safety Plan 
• Continuity of Operations (COOP) Plan 
• Equal Employment Opportunity (EEO) Plan 
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75. Monitor the implementation of administrative policies and 
programs. D-2   

• JFO Administrative Memo 
• Safety plans 
• Security plans 
• Sick leave 
• Rotations 
• Compensation 
• Rental cars 
• Performance awards 
• DHS Records Management directive 

   

76. Oversee the coordination of VIP visits with input from multiple 
stakeholders. I   

    

Behavior/Activity: Ensure that the day-to-day JFO routine meets the overall needs of the disaster 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

77. Inform Command and General staff of the JFO hours of operation 
as determined by the FCO. D-2   

78. Ensure the facility is functional during hours of operation. D-2   

• Accessible 
• Safe 
• Sanitary 
• Secure 

   

79. Adjudicate with the Command and General staff any shortcomings 
in the preset hours of operation. D-2   

80. Make recommendations to the FCO regarding adjustments in the 
hours of operations. D-2   

81. Orchestrate the sequence of daily activities to maximize 
productivity. D-2   

• Facility logistics 
• Resource coordination 
• Avoidance of schedule conflicts 
• Stress reduction 
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Behavior/Activity: Coordinate with the FCO and Command and General staff on crosscutting issues and 
recommend solutions 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Keep the FCO adequately informed. D-2   

83. Monitor incident activities to identify current or potential 
problems. D-2   

84. Represent the FCO in briefings, meetings, and conferences with 
federal, state, and local officials, as directed. D-2   

85. Coordinate the physical layout of the JFO and act as final decision-
maker (when required). D-2   

• Smoking area 
• Parking 
• Break rooms 
• Conference areas 
• Training rooms 

   

86. Develop guidance and procedures that adhere to FCO and agency 
policy. D-2   

• Conflict avoidance 
• Policy clarifications 

   

87. Communicate guidance and procedures that adhere to FCO and 
agency policy. D-2   

• All hands e-mails 
• All hands meetings 
• Memo 
• Postings and signs 

   

88. Coordinate distribution of limited resources based on mission 
requirements. D-2   

• Special equipment (mobile phones, GPS, cameras) 
• Vehicles 
• FEMA clothing 

   

89. Provide information at key planning meetings based on input from 
Chief of Staff elements and other relevant sources. D-2   

• Incident action planning meeting 
• Command and General staff meetings 
• Unified Coordination Group (UCG) meeting, as directed 
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90. Coordinate employee assistance services to ensure needs are met 
for individuals within the incident management organization. D-2   

• Employee assistance programs 
• Death and injury issues 
• Family support 
• Medical attention 

   

91. Contribute to the development of a demobilization or transition 
plan that supports the mission and addresses stakeholder needs. D-2   

92. Champion an overall environment that is open and team-based. D-2   

• Transparency 
• Information sharing 
• Training for specifically identified concerns 
• Results-oriented 
• Performance recognition 
• Few formal complaints 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

93. Determine time of transfer. D-2   

94. Provide for adequate overlap to ensure efficient transfer of duties. D-2   

95. Ensure incident status information is up-to-date. D-2   

96. Ensure an effective transfer of duties is accomplished. D-2   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

97. Oversee that all required incident documentation is completed. D-2   

98. Ensure that appropriate financial records are maintained and 
submitted to immediate supervisor. D-2   

99. Submit items for the Remedial Action Management Program 
(RAMP). D-2   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

100. Obtain performance appraisal from supervisor. I   

101. Make return travel arrangements. I   

102. Prepare final travel voucher. I   

103. Return accountable property. I   

104. Submit final timesheet, appraisal form, and travel voucher. I   

105. Check out with ADD. I   

106. Report to the Training Unit upon completion of training 
assignment. I   

107. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Chief of Staff Officer Type II (COS2) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Chief of Staff Officer Type II (COS2) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Chief of Staff Officer Type II (COS2) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Chief of Staff Officer Type III (COS3) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain relevant information on your assignment. I   

• Resources currently assigned 
• Resources en-route and/or ordered 
• Incident facilities, types and location 
• Anticipated workload 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Determine if organizational structure is appropriate based 
supervisor direction. D-3   

13. Ensure organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 
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14. Review the Incident Action Plan (IAP), other relevant plans or the 
Planning Section’s Resource Unit to identify resources assigned by 
type and quantity. 

D-3 
  

• Supervisor name and contact information 
• Location 
• Assignment 

   

15. Ensure that personnel are qualified to perform in assigned 
positions. D-3   

16. Make any organizational adjustments if necessary. D-3   

17. Keep immediate supervisor and assigned personnel informed of 
changes. D-3   

18. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS Forms. I   

20. Maintain appropriate span of control. I   

21. Use common terminology. I   

22. Maintain unity of command. I   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Attend scheduled briefings as required. D-3   

24. Brief assigned subordinates. D-3   

• Ensure that all direct subordinates receive a briefing 
• Ensure assignments are clear and provide additional information 

needed 
• Discuss special safety considerations or situations 
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25. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right – what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

26. Brief immediate supervisor on results of debriefings. D-3   

    
Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

28. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

29. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

30. Share current information with co-workers. D-3   

31. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Hold personnel accountable for execution of assigned tasks. D-3   

33. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

34. Ensure assigned tasks and expectations for the operational period 
are reasonable and accurate. D-3   

35. Delegate specific authority based on the assigned tasks to 
subordinates. D-3   

36. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

37. Request additional resources or release surplus resources. D-3   

38. Address logistical problems reported by subordinates. D-3   

39. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

40. Gather and analyze information to validate subordinate report of 
accomplishments. D-3   

41. Ensure work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• Stafford Act requirements 
• FEMA policies 

   

42. Keep assigned personnel informed of changes. D-3   

43. Notify immediate supervisor of all resource status changes when 
they occur. D-3   

44. Develop recommendations for next operational period. D-3   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Provide for the safety, welfare and accountability of coworkers. D-3   

46. Recognize potentially hazardous situations. D-3   

47. Communicate potentially hazardous situations. D-3   

48. Use personal protective equipment (PPE) as issued. D-3   

49. Safeguard property and equipment. D-3   

50. Provide current information for the call-down roster. D-3   

51. Verify special precautions are taken when hazards exist. D-3   

52. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-3   

53. Maintain the integrity of the call down roster. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

55. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

56. Exhibit appropriate public stewardship of taxpayer dollars I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

58. Provide vision to members to accomplish their mission. D-3   

• Put your team’s assignments in the context of the bigger picture    

59. Establish work assignments and set priorities. D-3   

60. Take corrective action when problems arise. D-3   

61. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Call down contact list 
• Staggering of work hours 

   

62. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

63. Continuously evaluate performance. D-3   

64. Communicate performance deficiencies immediately and take 
corrective action. D-3   

65. Ensure that personnel receive needed training and coaching. D-3   

• Orientation sessions and on-the-job training for new hires 
• Ongoing training and professional development for assigned personnel 

to develop required skills 
• Coaching so personnel can develop and maintain skills 
• Opportunities for development 
• Coach and guide personnel in techniques and skills for handling 

challenging interactions and difficult situations 
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66. Recognize effective individual and team performance. D-3   

67. Ensure all personnel time records are complete, accurate and 
submitted within established timeframes. D-3   

68. Prepare performance appraisals and discuss the results with direct 
reports. D-3   

69. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

70. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

    

Behavior/Activity: Oversee the Joint Field Office (JFO) administrative functions to ensure coordination and 
equity across the organization 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Manage the delegation of authority process using the appropriate 
forms. D-3   

• Delegation of Signature Authority (FEMA Form 093-3-1) 
• Delegation of Authority Matrix 
• Demobilization 
• Rotation 
• Overtime justification 

   

72. Recommend changes to the staffing plan based on staff input and 
analysis. D-3   

• Space 
• Cost 
• Personnel availability 
• Equipment availability 
• Local hires 

   

73. Verify through daily reports that all assigned staff members are 
accounted. D-3   

74. Review documents and correspondence for accuracy and 
completeness for Federal Coordinating Officer (FCO) approval. D-3   

• JFO Administrative Memo 
• Safety Plan 
• Continuity of Operations (COOP) Plan 
• Equal Employment Opportunity (EEO) Plan 
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75. Monitor the implementation of administrative policies and 
programs. D-3   

• JFO Administrative Memo 
• Safety plans 
• Security plans 
• Sick leave 
• Rotations 
• Compensation 
• Rental cars 
• Performance awards 
• DHS Records Management directive 

   

76. Oversee the coordination of VIP visits with input from multiple 
stakeholders. I   

    

Behavior/Activity: Ensure that the day-to-day JFO routine meets the overall needs of the disaster 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

77. Inform Command and General staff of the JFO hours of operation 
as determined by the FCO. D-3   

78. Ensure the facility is functional during hours of operation. D-3   

• Accessible 
• Safe 
• Sanitary 
• Secure 

   

79. Adjudicate with the Command and General staff any shortcomings 
in the preset hours of operation. D-3   

80. Make recommendations to the FCO regarding adjustments in the 
hours of operations. D-3   

81. Orchestrate the sequence of daily activities to maximize 
productivity. D-3   

• Facility logistics 
• Resource coordination 
• Avoidance of schedule conflicts 
• Stress reduction 
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Behavior/Activity: Coordinate with the FCO and Command and General staff on crosscutting issues and 
recommend solutions 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Keep the FCO adequately informed. D-3   

83. Monitor incident activities to identify current or potential 
problems. D-3   

84. Represent the FCO in briefings, meetings, and conferences with 
federal, state, and local officials, as directed. D-3   

85. Coordinate the physical layout of the JFO and act as final decision-
maker (when required). D-3   

• Smoking area 
• Parking 
• Break rooms 
• Conference areas 
• Training rooms 

   

86. Develop guidance and procedures that adhere to FCO and agency 
policy. D-3   

• Conflict avoidance 
• Policy clarifications 

   

87. Communicate guidance and procedures that adhere to FCO and 
agency policy. D-3   

• All hands e-mails 
• All hands meetings 
• Memo 
• Postings and signs 

   

88. Coordinate distribution of limited resources based on mission 
requirements. D-3   

• Special equipment (mobile phones, GPS, cameras) 
• Vehicles 
• FEMA clothing 

   

89. Provide information at key planning meetings based on input from 
Chief of Staff elements and other relevant sources. D-3   

• Incident action planning meeting 
• Command and General staff meetings 
• Unified Coordination Group (UCG) meeting, as directed 
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90. Coordinate employee assistance services to ensure needs are met 
for individuals within the incident management organization. D-3   

• Employee assistance programs 
• Death and injury issues 
• Family support 
• Medical attention 

   

91. Contribute to the development of a demobilization or transition 
plan that supports the mission and addresses stakeholder needs. D-3   

92. Champion an overall environment that is open and team-based. D-3   

• Transparency 
• Information sharing 
• Training for specifically identified concerns 
• Results-oriented 
• Performance recognition 
• Few formal complaints 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

93. Determine time of transfer. D-3   

94. Provide for adequate overlap to ensure efficient transfer of duties. D-3   

95. Ensure incident status information is up-to-date. D-3   

96. Ensure an effective transfer of duties is accomplished. D-3   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

97. Oversee that all required incident documentation is completed. D-3   

98. Ensure that appropriate financial records are maintained and 
submitted to immediate supervisor. D-3   

99. Submit items for the Remedial Action Management Program 
(RAMP). D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

100. Obtain performance appraisal from supervisor. I   

101. Make return travel arrangements. I   

102. Prepare final travel voucher. I   

103. Return accountable property. I   

104. Submit final timesheet, appraisal form, and travel voucher. I   

105. Check out with ADD. I   

106. Report to the Training Unit upon completion of training 
assignment. I   

107. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Chief of Staff Officer Type III (COS3) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Chief of Staff Officer Type III (COS3) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Chief of Staff Officer Type III (COS3) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revision  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Executive Specialist (EXEC) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 
• Dress code appropriate to the position 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain relevant situational information on your assignment. I   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of knowledge of ICS structure, 
principles, and positions. I   

13. Use common terminology. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Determine the proper document form and style. I   

• Selection of e-mail, letterhead, memo, or note 
• Proper formatting 
• Proper tone for the audience or recipient 

   

15. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

16. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

17. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

18. Share current information with co-workers and immediate 
supervisor. D-3   

19. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Recognize potentially hazardous situations. D-3   

21. Communicate potentially hazardous situations. D-3   

22. Use personal protective equipment (PPE) as issued. D-3   

23. Safeguard property and equipment. D-3   

24. Provide current information for the call-down roster. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

26. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

27. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Provide administrative support to the Federal Coordinating Officer (FCO) and Chief of 
Staff. 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Accurately prepare documents from draft materials, handwritten 
notes, and verbal instructions. E   

• Letters 
• Memos 
• Tables 
• Reports 

   

29. Make travel arrangements following FEMA travel regulations. D-3   
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30. Arrange telephone conference calls. D-3   

• PIN acquisition 
• Adequate number of lines 
• Call duration 
• Notification of proper participants 
• Conference call equipment (speaker phone, mobile phone, handset) 

   

31. Coordinate with Logistics Section Chief to arrange for effective 
video teleconferences. D-3   

• Scheduling 
• Room configuration 
• Flag protocol 

   

32. Review press releases for grammar and make recommendations as 
needed. D-3   

33. Ensure the functionality of the FCO office. D-3   

• Supplies 
• Equipment 
• Layout 
• Adjustments as needed 

   

34. Assist in the set-up of the State Coordinating Officer (SCO) office 
to ensure functionality. D-3   

• Supplies 
• Equipment 
• Layout 

   

35. Arrange for the timely submission of performance appraisals and 
supporting documentation for FCO and Chief of Staff (COS) direct 
reports. 

D-3 
  

• Adequate lead time 
• Schedule 

   

36. Produce minutes from meetings as assigned. D-3   

37. Manage incoming correspondence as appropriate. D-3   

• Receive 
• Screen 
• Log 
• Distribute 
• Track 

   

38. Review outgoing correspondence prior to signature, to ensure 
accuracy and appropriateness. D-3   
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Behavior/Activity: Prepare and maintain Federal Coordinating Officer documents 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Prepare the FEMA-State Agreement. D-3   

40. Manage the FEMA-State Agreement process through review, 
signature, and notification. D-3   

• Timely and appropriate dissemination 
• Tracking the process 

   

41. Prepare the acknowledgement letter to the state and the 
recommendation to FEMA headquarters through the Regional 
Administrator, in response to add-on requests. 

E 
  

42. Prepare amendments to the FEMA-State Agreement in accordance 
with amendments to the declaration. E   

43. Enter adjustments, and requests for declaration and add-ons into 
the appropriate database. D-3   

44. Obtain documentation of the Regional Administrator’s 
Delegation(s) of Authority to the FCO. D-3   

45. Prepare and maintain FCO delegations of authorities to 
subordinates. D-3   

46. Maintain a tracking and sequencing log for Joint Field Office 
(JFO) Policies and Procedures. D-3   

47. Ensure distribution of JFO Policies and Procedures as appropriate. D-3   

48. Prepare, distribute, and maintain a line of succession memo. D-3   

49. Maintain and monitor official FCO files through closeout or 
transition. D-3   

50. Safeguard sensitive material according to DHS policy whether in 
electronic or physical forms. D-3   

• Applicant information 
• Case information 
• Personnel information 
• Personal information 

   

51. Prepare, maintain, and distribute after-hours telephone contact lists 
for Command Staff. D-3   

52. Establish an electronic filing system for FCO documents and other 
documents as necessary. D-3   

53. Establish a filing system for hard-copy FCO documents and other 
documents as necessary. D-3   
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Behavior/Activity: Exhibit discretion and confidentiality 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Differentiate between sensitive and non-sensitive information. D-3   

• Personnel actions 
• Pre-decisional incident-related information 

   

55. Protect the confidentiality of sensitive information. D-3   

    

Behavior/Activity: Manage FCO contacts and appointments based on FCO priorities. 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Maintain the FCO calendar and schedule appointments. D-3   

57. Coordinate the Chief of Staff’s calendar with the FCO calendar to 
avoid and mitigate conflicts. D-3   

58. Receive, screen, and refer staff, visitors, and telephone calls. D-3   

59. Assist visitors and callers as appropriate. D-3   

    

Behavior/Activity: Complete specific assignments issued by the FCO, as directed. 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

60. Assure that special requests for action or information are 
forwarded to the responsible parties for appropriate action. D-3   

61. Track assignments made to Section Chiefs and initiate follow-up 
on behalf of the FCO—to ensure that due dates are met. D-3   

62. Obtain information and materials for the FCO. D-3   
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Determine time of transfer. I   

64. Provide for adequate overlap to ensure efficient transfer of duties. I   

65. Ensure incident status information is up-to-date. I   

66. Ensure an effective transfer of duties is accomplished. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Obtain performance appraisal from supervisor. I   

68. Make return travel arrangements. I   

69. Prepare final travel voucher. I   

70. Return equipment to APO. I   

71. Submit final timesheet, appraisal form and travel voucher. I   

72. Check out with ADD. I   

73. Report to the Training Unit upon completion of training 
assignment. I   

74. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Executive Specialist (EXEC) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Executive Specialist (EXEC) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Executive Specialist (EXEC) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Federal Coordinating Officer Type I (FCO1) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 





21 November 2011, Revised FEDERAL COORDINATING OFFICER TYPE I (FCO1) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 1 

FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Maintain and keep current through regular testing the materials 
needed throughout the assignment. E   

• FEMA laptop 
• Mobile phone 
• Satellite phone 
• GPS 
• GETS (Government Emergency Telecommunications Service) card 
• Government-issued travel card 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• Current 44 Code of Federal Regulations (CFR) 
• Federal Coordinating Officer (FCO) checklists 
• Stafford Act 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor 
• Name and number of state counterpart 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Common Responsibilities (Chapter 2, 
IMH). I   

4. Ensure that your agency badge is current. I   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Ensure that your status is correct in the Automated Deployment 
Database (ADD). I   



FEDERAL COORDINATING OFFICER TYPE I (FCO1) 21 November 2011, Revised 

6 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

6. Check in at designated incident check-in location and complete 
check-in packet. I   

7. Report to the Training Unit to check-in as a trainee. D-1   

    

Behavior/Activity: Obtain an initial briefing from the Regional Administrator and gather situational 
information relevant to your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain relevant situational information on your assignment from 
the Regional Response Coordination Center (RRCC) Watch 
Officer or Incident Management Assistance Team (IMAT). 

I 
  

• Resources currently assigned 
• Resources en route and/or ordered 
• Existing incident facilities, types, and location 
• Regional Administrator’s guidance and direction 
• Governor’s guidance 
• State Emergency Management Agency guidance 
• State objectives 
• State situation report(s) 
• Political issues and sensitivities 
• Preliminary Damage Assessments (PDAs) 

   

9. Obtain initial direction from the Regional Administrator 
concerning your assignment. I   

• Current priorities and objectives 
• Recommended strategies 

   

10. Identify issues and concerns of potential relevance to your 
assignment. I   

    
Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS forms. I   

12. Maintain appropriate span of control. I   

13. Use common terminology. I   
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Behavior/Activity: Establish and maintain safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Provide for the safety, welfare, and personnel accountability of 
your organization. D-1   

• Daily personnel accountability system    

15. Recognize potentially hazardous situations. D-1   

16. Communicate potentially hazardous situations. D-1   

17. Enforce the policy for using personal protective equipment (PPE). D-1   

• Personal use demonstrated 
• Reinforcement through subordinates with supervisory responsibility 

   

18. Safeguard property and equipment. D-1   

19. Provide current information for the call-down roster. D-1   

20. Ensure the integrity of the call-down roster. D-1   

21. Verify that special precautions are taken when hazards exist. D-1   

22. Ensure that the development and communication of emergency 
procedures are consistent with the safety and security plans. D-1   

23. Communicate with the Safety Officer about reportable accidents. D-1   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is sufficient to support 
incident objectives. D-1   

• Emergency Support Functions (ESFs) assigned 
• Coordination needs at the state and local level 

   

25. Ensure that the organizational structure is ICS compliant. D-1   

• Span of control 
• Unity of Command 
• Proper ICS positions 

   

26. Establish the Unified Coordination Group (UCG). D-1   
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27. Discuss findings and recommendations with the Command and 
General Staff as necessary. D-1   

• Organizational structure 
• Phasing and sequencing resource orders and arrivals 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs, if applicable 

   

28. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned. D-1   

• Location and status of assigned resources 
• Location 
• Assignment 
• Resource kind and type 

   

29. Ensure that the proper programs are activated and staffed, based on 
current incident conditions and priorities. D-1   

30. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-1   

31. Release surplus resources. D-1   

    

Behavior/Activity: Establish an environment for effective and appropriate interpersonal communication and 
team behavior 

Competency: Leadership (C16); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Consistently demonstrate professional and appropriate verbal 
communication. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

33. Consistently demonstrate professional and appropriate non-verbal 
communication. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 
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34. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• ESFs 
• Counterparts at all levels 

   

35. Ask clarifying questions to ensure the accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

36. Share current information with incident organization. D-1   

37. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

38. Keep the Command and General Staff informed. D-1   

• Current information 
• Significant changes 
• Significant decision and actions 
• Incident Management intent 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during your briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Establish and maintain a meeting battle rhythm. D-1   

• Know when to ramp up 
• Know when to ramp down 
• Meeting agendas 
• Time constraints on meetings 

   

40. Tailor your briefings and presentations to be appropriate to the 
audience. D-1   

• Governor 
• Command and General Staff 
• Media 
• All hands 
• Video teleconference (VTC) protocols 
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41. Receive briefings from your immediate staff at the end of the 
operational period to gather information. D-1   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

42. Receive briefings from staff on significant, high-profile, high-
consequence activities. D-1   

• Congressional meetings 
• Intergovernmental Affairs meetings 
• Town hall meetings 
• Environmental and Historic Preservation (EHP) meetings with other 

agencies 

   

    

Behavior/Activity: Review deliberate plans in coordination with state, local, and tribal emergency managers 

Competency: Analysis/Reasoning (C2); Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Ensure that deliberate plans are used to inform incident plans. D-1   

• Strategic Plan 
• Functional plans 
• Advance Operations Plan 
• Demobilization Plan 
• Evacuation Plans (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

  



21 November 2011, Revised FEDERAL COORDINATING OFFICER TYPE I (FCO1) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 11 

Behavior/Activity: Ensure the development of effective incident plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Direct the Command and General Staff to develop necessary plans. D-1   

45. Ensure the development of appropriate plans. D-1   

• Strategic Plan 
• Functional plans 
• Advance Operations Plan 
• Demobilization Plan 
• Evacuation Plans (incident personnel) 
• COOP Plan 

   

    

Behavior/Activity: Ensure the effectiveness of the incident action planning process 

Competency: Leadership (C16); Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Participate in the incident action planning process. D-1   

• UCG Meeting 
• Command and General Staff Meeting 
• Planning Meeting 
• IAP approval 

   

47. Coordinate with the State to establish an operational period. D-1   

48. Ensure the participation of the Command and General staff and 
their organizations at the appropriate level. D-1   

• Empowered representatives 
• All necessary functional areas represented 

   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-1   

50. Hold personnel accountable for the execution of assigned tasks. D-1   
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51. Delegate specific authority based on the assigned tasks. D-1   

52. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-1   

53. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-1   

54. Gather and analyze information to validate each subordinate’s 
reports of accomplishments. D-1   

55. Ensure that work completed is consistent with direction, policy, 
and incident objectives. D-1   

    

Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-1   

57. Share critical information with state, tribal, and local officials. D-1   

58. Foster a unified approach. D-1   

    
Behavior/Activity: Establish and maintain positive and ethical behaviors during interpersonal, intra-agency, 

and interagency interactions 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

59. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

60. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

61. Promote professional relationships across the incident organization 
to exchange information and work effectively. I   

62. Represent FEMA in a professional manner when working with 
internal and external parties. I   

63. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Exhibit principles of duty, integrity, and respect. D-1   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

65. Establish work assignments and set priorities. D-1   

66. Take corrective action when problems arise. D-1   

67. Establish basic work guidelines with State partners. D-1   

• Work hours 
• Rotation schedule 
• Staggering of work hours 
• Administrative Plan 

   

68. Keep the organization informed of decisions, actions, and changes 
that affect them. D-1   

69. Provide continuous feedback on performance. D-1   

• Recognize and document superior performance 
• Take corrective action and document poor performance 
• Recognition letters 
• Certificates 
• Award ceremony 

   

70. Ensure that personnel receive needed training and coaching. D-1   

71. Ensure that supervisors across the organization are completing 
performance evaluations in a timely manner. D-1   

72. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-1   

73. Monitor employee performance to assess the need for possible rest 
or rotation. D-1   
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74. Write performance appraisals and discuss the results with direct 
report staff. D-1   

    
Behavior/Activity: Coordinate pre-incident/pre-declaration activities 

Competency: Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Establish and maintain contact with the FEMA Director of Disaster 
Operations (DDO), cabinet officials, senior elected officials, the 
Regional Administrator, and the State Emergency Management 
Director. 

D-1 
  

76. Obtain and share information pertaining to the actual or predicted 
event. D-1   

• State/local profile 
• Predictive modeling 
• Prepositioning of assets 
• Demographics 

   

    
Behavior/Activity: Coordinate Federal activities related to Stafford Act disasters and emergencies 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

77. Conduct an initial appraisal of the types of assistance most 
urgently needed. D-1   

78. Develop a plan for managing the incident and establishing the Joint 
Field Office (JFO). D-1   

79. Accept the formal transfer of operational control of the incident. D-1   

80. Coordinate the finalization and execution of the FEMA-
State/FEMA-Tribal agreement. D-1   

81. Plan and schedule the signing of the FEMA-State/FEMA-Tribal 
agreement. D-1   

82. Ensure the proper distribution of the FEMA-State/FEMA-Tribal 
agreement. D-1   

83. Determine whether other Federal agencies are, or should be, 
operating under their own legislative authorities or under Stafford 
Act authorities. 

D-1 
  

84. Ensure that local citizens and public officials obtain the assistance 
for which they are qualified. D-1   
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Behavior/Activity: Manage government relationships 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Establish and lead the UCG in determining joint incident 
objectives throughout the operation. D-1   

86. Advise the State Coordinating Officer (SCO) or Governor’s 
Authorized Representative (GAR) on the status of the Federal 
response. 

D-1 
  

87. Brief the incident status to elected officials whose constituencies 
are affected. D-1   

    

Behavior/Activity: Direct the establishment and efficient operation of the incident management organization 
and its facilities 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Approve an incident organization appropriate for the scale and 
type of incident. D-1   

89. Delegate authority to the incident management personnel, as 
appropriate. D-1   

90. Ensure appropriate staffing levels to meet operational 
requirements. D-1   

91. In consultation with the SCO, select and approve a location and 
layout for incident support facilities. D-1   

    

Behavior/Activity: Manage the media, community, and other external relationships 

Competency: Leadership (C16); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Ensure the management of media, community, and other external 
relationships to communicate the availability of assistance to 
applicants and the general public. 

D-1 
  

93. Approve Joint Information Center (JIC) messages and other 
activities to ensure that the messages are consistent. D-1   
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94. Establish strategies to manage expectations concerning disaster 
assistance. D-1   

95. Ensure that community relations programs enable early 
identification of essential needs of survivors. D-1   

96. Represent FEMA and FEMA’s role as the coordinator of Federal 
assistance at press events and public meetings. D-1   

97. Oversee VIP visits and tours. D-1   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

98. Negotiate the date and location of transfer. D-1   

99. Provide for adequate overlap to ensure the efficient transfer of 
duties. D-1   

100. Brief replacement on current situation. D-1   

101. Ensure that an effective transfer of duties is accomplished. D-1   

102. Notify all appropriate internal and external partners. D-1   

    

Behavior/Activity: Ensure with the Regional Administrator and SCO a complete and effective closeout at the 
termination of activities  

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

103. Oversee the implementation of the Demobilization Plan. D-1   

104. Oversee the preparation of Transition Briefs. D-1   

• Regional Administrator 
• State Director 
• Recovery Coordinator 

   

105. Submit the formal JFO closure letter. D-1   

106. Oversee the notification of congressional delegations, media, staff, 
the General Services Administration, and others of the JFO 
closing. 

D-1 
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107. Submit the final Situation Report. D-1   

108. Ensure that Logistics conducts a proper closeout of the accountable 
property function by verifying that all issued accountable property 
is returned or accounted for. 

D-1 
  

109. Ensure that closeout records are current, accurate, and complete. D-1   

110. Review final incident financial actions and acknowledge the final 
report. D-1   

111. Ensure that the Regions accept the closeout records for each 
program. D-1   

• Identification of responsible parties to receive the records 
• Acknowledgement of receipt 

   

112. Submit to the Planning Section Chief items for the Remedial 
Action Management Program (RAMP). D-1   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

113. Make return travel arrangements. I   

114. Prepare and submit the final travel voucher. I   

115. Return equipment to the APO. I   

116. Check out with the ADD. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Federal Coordinating Officer Type I (FCO1) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 



21 November 2011, Revised FEDERAL COORDINATING OFFICER TYPE I (FCO1) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 21 

Evaluation Record 

 
TRAINEE NAME 

Federal Coordinating Officer Type I (FCO1) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Federal Coordinating Officer Type I (FCO1) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Federal Coordinating Officer Type II (FCO2) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Maintain and keep current through regular testing the materials 
needed throughout the assignment. E   

• FEMA laptop 
• Mobile phone 
• Satellite phone 
• GPS 
• GETS (Government Emergency Telecommunications Service) card 
• Government-issued travel card 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• Current 44 Code of Federal Regulations (CFR) 
• Federal Coordinating Officer (FCO) checklists 
• Stafford Act 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor 
• Name and number of state counterpart 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Common Responsibilities (Chapter 2, 
IMH). I   

4. Ensure that your agency badge is current. I   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Ensure that your status is correct in the Automated Deployment 
Database (ADD). I   
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6. Check in at designated incident check-in location and complete 
check-in packet. I   

7. Report to the Training Unit to check-in as a trainee. D-2   

    

Behavior/Activity: Obtain an initial briefing from the Regional Administrator and gather situational 
information relevant to your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain relevant situational information on your assignment from 
the Regional Response Coordination Center (RRCC) Watch 
Officer or Incident Management Assistance Team (IMAT). 

I 
  

• Resources currently assigned 
• Resources en route and/or ordered 
• Existing incident facilities, types, and location 
• Regional Administrator’s guidance and direction 
• Governor’s guidance 
• State Emergency Management Agency guidance 
• State objectives 
• State situation report(s) 
• Political issues and sensitivities 
• Preliminary Damage Assessments (PDAs) 

   

9. Obtain initial direction from the Regional Administrator 
concerning your assignment. I   

• Current priorities and objectives 
• Recommended strategies 

   

10. Identify issues and concerns of potential relevance to your 
assignment. I   

    
Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS forms.    

12. Maintain appropriate span of control. I   

13. Use common terminology. I   
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Behavior/Activity: Establish and maintain safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Provide for the safety, welfare, and personnel accountability of 
your organization. D-2   

• Daily personnel accountability system    

15. Recognize potentially hazardous situations. D-2   

16. Communicate potentially hazardous situations. D-2   

17. Enforce the policy for using personal protective equipment (PPE). D-2   

• Personal use demonstrated 
• Reinforcement through subordinates with supervisory responsibility 

   

18. Safeguard property and equipment. D-2   

19. Provide current information for the call-down roster. D-2   

20. Ensure the integrity of the call-down roster. D-2   

21. Verify that special precautions are taken when hazards exist. D-2   

22. Ensure that the development and communication of emergency 
procedures are consistent with the safety and security plans. D-2   

23. Communicate with the Safety Officer about reportable accidents. D-2   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is sufficient to support 
incident objectives. D-2   

• Emergency Support Functions (ESF) assigned 
• Coordination needs at the state and local level 

   

25. Ensure that the organizational structure is ICS compliant. D-2   

• Span of control 
• Unity of Command 
• Proper ICS positions 

   

26. Establish the Unified Coordination Group (UCG). D-2   
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27. Discuss findings and recommendations with the Command and 
General Staff as necessary. D-2   

• Organizational structure 
• Phasing and sequencing resource orders and arrivals 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs, if applicable 

   

28. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned. D-2   

• Location and status of assigned resources 
• Location 
• Assignment 
• Resource kind and type 

   

29. Ensure that the proper programs are activated and staffed, based on 
current incident conditions and priorities. D-2   

30. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-2   

31. Release surplus resources. D-2   

    

Behavior/Activity: Establish an environment for effective and appropriate interpersonal communication and 
team behavior 

Competency: Leadership (C16); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Consistently demonstrate professional and appropriate verbal 
communication. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

33. Consistently demonstrate professional and appropriate non-verbal 
communication. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 
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34. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• ESFs 
• Counterparts at all levels 

   

35. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

36. Share current information with incident organization. I   

37. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

38. Keep the Command and General Staff informed. D-2   

• Current information 
• Significant changes 
• Significant decision and actions 
• Incident Management intent 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during your briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Establish and maintain a meeting battle rhythm. D-2   

• Know when to ramp up 
• Know when to ramp down 
• Meeting agendas 
• Time constraints on meetings 

   

40. Tailor your briefings and presentations to be appropriate to the 
audience. D-2   

• Governor 
• Command and General Staff 
• Media 
• All hands 
• Video teleconference (VTC) protocols 
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41. Receive briefings from your immediate staff at the end of the 
operational period to gather information. D-2   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

42. Receive briefings from staff on significant, high-profile, high-
consequence activities. D-2   

• Congressional meetings 
• Intergovernmental Affairs meetings 
• Town hall meetings 
• Environmental and Historic Preservation (EHP) meetings with other 

agencies 

   

    

Behavior/Activity: Review deliberate plans in coordination with state, local, and tribal emergency managers 

Competency: Analysis/Reasoning (C2); Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Ensure that deliberate plans are used to inform incident plans. D-2   

• Strategic Plan 
• Functional plans 
• Advance Operations Plan 
• Demobilization Plan 
• Evacuation Plans (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

  



21 November 2011, Revised FEDERAL COORDINATING OFFICER TYPE II (FCO2) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 11 

Behavior/Activity: Ensure the development of effective incident plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Direct the Command and General Staff to develop necessary plans. D-2   

45. Ensure development of appropriate plans. D-2   

• Strategic Plan 
• Functional plans 
• Advance Operations Plan 
• Demobilization Plan 
• Evacuation Plans (incident personnel) 
• COOP Plan 

   

    

Behavior/Activity: Ensure the effectiveness of the incident action planning process 

Competency: Leadership (C16); Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Participate in the incident action planning process. D-2   

• UCG Meeting 
• Command and General Staff Meeting 
• Planning Meeting 
• IAP approval 

   

47. Coordinate with the State to establish an operational period. D-2   

48. Ensure the participation of the Command and General staff and 
their organizations at the appropriate level. D-2   

• Empowered representatives 
• All necessary functional areas represented 

   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-2   

50. Hold personnel accountable for the execution of assigned tasks. D-2   
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51. Delegate specific authority based on the assigned tasks. D-2   

52. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-2   

53. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-2   

54. Gather and analyze information to validate each subordinate’s 
reports of accomplishments. D-2   

55. Ensure that work completed is consistent with direction, policy, 
and incident objectives. D-2   

    

Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-2   

57. Share critical information with state, tribal, and local officials. D-2   

58. Foster a unified approach. D-2   

    
Behavior/Activity: Establish and maintain positive and ethical behaviors during interpersonal, intra-agency, 

and interagency interactions 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

59. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

60. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

61. Promote professional relationships across the incident organization 
to exchange information and work effectively. I   

62. Represent FEMA in a professional manner when working with 
internal and external parties. I   

63. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Exhibit principles of duty, integrity, and respect. D-2   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

65. Establish work assignments and set priorities. D-2   

66. Take corrective action when problems arise. D-2   

67. Establish basic work guidelines with State partners. D-2   

• Work hours 
• Rotation schedule 
• Staggering of work hours 
• Administrative Plan 

   

68. Keep the organization informed of decisions, actions, and changes 
that affect them. D-2   

69. Provide continuous feedback on performance. D-2   

• Recognize and document superior performance 
• Take corrective action and document poor performance 
• Recognition letters 
• Certificates 
• Award ceremony 

   

70. Ensure that personnel receive needed training and coaching. D-2   

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

71. Ensure that supervisors across the organization are completing 
performance evaluations in a timely manner. D-2   
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72. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-2   

• Overtime policy specified in the Administrative Plan    

73. Monitor employee performance to assess the need for possible rest 
or rotation. D-2   

74. Write performance appraisals and discuss the results with direct 
report staff. D-2   

    

Behavior/Activity: Demonstrate knowledge and understanding of the key components of the Operations 
Section functions for complex disasters 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Participate in Staging Area operations including coordination with 
Logistics. D-2   

• On-site 
• Commodity ordering 
• Burn rate 
• Requirements generation 

   

76. Gain exposure to Air Operations. E   

77. Approve Mission Assignments. E   

78. Participate in the applicant briefing with the State Coordinating 
Officer (SCO). D-2   

79. Review debris contracts. D-2   

80. Assess the need for Long Term Community Recovery mission. D-2   

81. Participate in a state-led joint housing task force. D-3   

82. Participate in the development of a disaster housing plan. D-3   
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Behavior/Activity: Demonstrate knowledge and understanding of the key components of the Planning Section 
functions for complex disasters 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

83. Participate with the Planning staff for a full operational period. D-2   

• UCG Meeting 
• Command and General Staff Meeting 
• Tactics Meeting 
• Planning Meeting 
• IAP preparation and approval 
• Situation Report 
• Documentation 
• Advance Operations Planning 

   

    

Behavior/Activity: Demonstrate knowledge and understanding of the key components of the Logistics Section 
functions for complex disasters 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Approve the leasing of the incident facilities. D-2   

• Multiple leases 
• Extensions 
• Terms 
• Termination 

   

85. Assess the requirement for a Responder Support Camp(s). D-2   

• Site selection 
• Size/capacity 
• Use 
• Cost 
• Duration 
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Behavior/Activity: Demonstrate knowledge and understanding of the key components of the Finance/Admin 
Section functions for complex disasters 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

86. Establish the local hire program, including reporting requirements. D-2   

87. Oversee budget and expenditures to ensure both stewardship of the 
public trust and effectiveness of the disaster operations. D-2   

88. Approve support contracts. D-2   

89. Oversee the development of—and approve—the incident training 
plan. D-2   

• General guidance on FEMA Qualification System (FQS) trainee use 
• Support for FEMA-State joint training needs 
• On-site training 
• Opportunities for cross-training within the incident management 

organization 

   

    

Behavior/Activity: Coordinate pre-incident/pre-declaration activities 

Competency: Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

90. Establish and maintain contact with the Regional Administrator 
and, as that administrator directs, with the State Emergency 
Management Director. 

D-2 
  

91. Obtain and share information pertaining to the actual or predicted 
event. D-2   

• State/local profile 
• Predictive modeling 
• Prepositioning of assets 
• Demographics 

   

92. Meet with the Regional Administrator, Division Directors, Mobile 
Emergency Response Support (MERS), and other regional staff to 
review pertinent incident information. 

D-2 
  

• Anticipated priorities 
• Past disaster history 
• Issues and concerns 
• Congressional delegation 
• Demographic data for affected areas 
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93. Obtain situational awareness of communications between deployed 
FEMA staff, the Assistant Director for FCO Operations, the 
RRCC, and the National Watch Center. 

D-2 
  

    

Behavior/Activity: Coordinate Federal activities related to Stafford Act disasters and emergencies 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Conduct an initial appraisal of the types of assistance most 
urgently needed. D-2   

95. Develop a plan for managing the incident and establishing the Joint 
Field Office (JFO). D-2   

96. Accept the formal transfer of operational control of the incident. D-2   

97. Coordinate the finalization and execution of the FEMA-
State/FEMA-Tribal agreement. D-2   

98. Plan and schedule the signing of the FEMA-State/FEMA-Tribal 
agreement. D-2   

99. Ensure the proper distribution of the FEMA-State/FEMA-Tribal 
agreement. D-2   

100. Determine whether other Federal agencies are, or should be, 
operating under their own legislative authorities or under Stafford 
Act authorities. 

D-2 
  

101. Coordinate with shelter operations to enable an effective transition 
to a long-term housing solution. D-2   

102. Ensure that local citizens and public officials obtain the assistance 
for which they are qualified. D-2   

• Disaster Recovery Centers (DRCs) 
• Kickoff meetings 
• Applicant briefings 
• Community Relations 
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Behavior/Activity: Manage government relationships 

Competency: Leadership (C16); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

103. Participate in the UCG to determine joint incident objectives 
throughout the operation. D-2   

104. Advise the SCO or Governor’s Authorized Representative (GAR) 
on the status of the Federal response. D-2   

105. Brief the incident status to elected officials whose constituencies 
are affected. D-2   

• Members of Congress and/or Congressional staff 
• Tribal leadership 
• State legislators 
• Mayors and city council members 
• Parish presidents 
• County judges 

   

    

Behavior/Activity: Direct the establishment and efficient operation of the incident management organization 
and its facilities 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

106. Approve an incident organization appropriate for the scale and 
type of incident. D-2   

107. Delegate authority to the incident management personnel, as 
appropriate. D-2   

108. Ensure appropriate staffing levels to meet operational 
requirements. D-2   

109. In consultation with the SCO, select and approve a location and 
layout for incident support facilities. D-2   

• Initial operating facility (IOF) 
• JFO 
• Area Field Office (AFO) 
• Federal Staging Area 
• DRCs 
• Responder Support Camps 
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Behavior/Activity: Manage the media, community, and other external relationships 

Competency: Leadership (C16); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

110. Ensure the management of media, community, and other external 
relationships to communicate the availability of assistance to 
applicants and the general public. 

D-2 
  

111. Approve Joint Information Center (JIC) messages and other 
activities to ensure that the messages are consistent. D-2   

112. Establish strategies to manage expectations concerning disaster 
assistance. D-2   

113. Ensure that community relations programs enable early 
identification of essential survivor needs. D-2   

114. Represent FEMA and FEMA’s role as the coordinator of Federal 
assistance at press events and public meetings. D-2   

115. Oversee VIP visits and tours. D-2   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

116. Negotiate the date and location of transfer. D-2   

117. Provide for adequate overlap to ensure the efficient transfer of 
duties. D-2   

118. Brief replacement on current situation. D-2   

119. Ensure that an effective transfer of duties is accomplished. D-2   

120. Notify all appropriate internal and external partners. D-2   
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Behavior/Activity: Ensure with the Regional Administrator and SCO a complete and effective closeout at the 
termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

121. Oversee the implementation of the Demobilization Plan. D-2   

122. Oversee the preparation of Transition Briefs. D-2   

• Regional Administrator 
• State Director 

   

123. Submit the formal JFO closure letter. D-2   

124. Oversee the notification of congressional delegations, media, staff, 
the General Services Administration, and others of the JFO 
closing. 

D-2 
  

125. Submit the final Situation Report. D-2   

126. Ensure that Logistics conducts a proper closeout of the accountable 
property function by verifying that all issued accountable property 
is returned or accounted for. 

D-3 
  

127. Ensure that closeout records are current, accurate, and complete. D-2   

128. Review final incident financial actions and acknowledge the final 
report. D-2   

129. Ensure that the Regions accept the closeout records for each 
program. D-2   

• Identification of responsible parties to receive the records 
• Acknowledgement of receipt 

   

130. Submit to the Planning Section Chief items for the Remedial 
Action Management Program (RAMP). D-2   

    
Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

131. Make return travel arrangements. I   

132. Prepare and submit the final travel voucher. I   

133. Return equipment to the APO. I   

134. Check out with the ADD. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Federal Coordinating Officer Type II (FCO2) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Federal Coordinating Officer Type II (FCO2) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Federal Coordinating Officer Type II (FCO2) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Federal Coordinating Officer Type III (FCO3) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Maintain and keep current through regular testing the materials 
needed throughout the assignment. E   

• FEMA laptop 
• Mobile phone 
• Satellite phone 
• GPS 
• GETS (Government Emergency Telecommunications Service) card 
• Government-issued travel card 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• Current 44 Code of Federal Regulations (CFR) 
• Federal Coordinating Officer (FCO) checklists 
• Stafford Act 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor 
• Name and number of state counterpart 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Common Responsibilities (Chapter 2, 
IMH). I   

4. Ensure that your agency badge is current. I   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Ensure that your status is correct in the Automated Deployment 
Database (ADD). I   
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6. Check in at designated incident check-in location and complete 
check-in packet. I   

7. Report to the Training Unit to check in as a trainee. D-3   

    

Behavior/Activity: Obtain an initial briefing from the Regional Administrator and gather situational 
information relevant to your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain relevant situational information on your assignment from 
the Regional Response Coordination Center (RRCC) Watch 
Officer or Incident Management Assistance Team (IMAT). 

I 
  

• Resources currently assigned 
• Resources en route and/or ordered 
• Existing incident facilities, types, and location 
• Regional Administrator’s guidance and direction 
• Governor’s guidance 
• State Emergency Management Agency guidance 
• State objectives 
• State situation report(s) 
• Political issues and sensitivities 
• Preliminary Damage Assessments (PDAs) 

   

9. Obtain initial direction from the Regional Administrator 
concerning your assignment. I   

• Current priorities and objectives 
• Recommended strategies 

   

10. Identify issues and concerns of potential relevance to your 
assignment. I   

    
Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS forms. I   

12. Maintain appropriate span of control. I   

13. Use common terminology. I   
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Behavior/Activity: Establish and maintain safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Provide for the safety, welfare, and personnel accountability of 
your organization. D-3   

15. Recognize potentially hazardous situations. D-3   

16. Communicate potentially hazardous situations. D-3   

17. Enforce the policy for using personal protective equipment (PPE). D-3   

• Personal use demonstrated 
• Reinforcement through subordinates with supervisory responsibility 

   

18. Safeguard property and equipment. D-3   

19. Provide current information for the call-down roster. D-3   

20. Ensure the integrity of the call-down roster. D-3   

21. Verify that special precautions are taken when hazards exist. D-3   

22. Ensure that the development and communication of emergency 
procedures are consistent with the safety and security plans. D-3   

23. Communicate with the Safety Officer about reportable accidents. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is sufficient to support 
incident objectives. D-3   

• Emergency Support Functions (ESFs) assigned 
• Coordination needs at the state and local level 

   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Unity of Command 
• Proper ICS positions 

   

26. Establish the Unified Coordination Group (UCG). D-3   
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27. Discuss findings and recommendations with the Command and 
General Staff as necessary. D-3   

• Organizational structure 
• Phasing and sequencing resource orders and arrivals 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs, if applicable 

   

28. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned. D-3   

• Location and status of assigned resources 
• Location 
• Assignment 
• Resource kind and type 

   

29. Ensure that the proper programs are activated and staffed, based on 
current incident conditions and priorities. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

31. Release surplus resources. D-3   

    

Behavior/Activity: Establish an environment for effective and appropriate interpersonal communication and 
team behavior 

Competency: Leadership (C16); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Consistently demonstrate professional and appropriate verbal 
communication. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

33. Consistently demonstrate professional and appropriate non-verbal 
communication. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 
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34. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• ESFs 
• Counterparts at all levels 

   

35. Ask clarifying questions to ensure the accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

36. Share current information with incident organization. I   

• All-hands meeting 
• Visuals 

   

37. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

38. Keep the Command and General Staff informed. D-3   

• Current information 
• Significant changes 
• Significant decision and actions 
• Incident Management intent 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during your briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Establish and maintain a meeting battle rhythm. D-3   

• Know when to ramp up 
• Know when to ramp down 
• Meeting agendas 
• Time constraints on meetings 
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40. Tailor your briefings and presentations to be appropriate to the 
audience. D-3   

• Governor 
• Command and General Staff 
• Media 
• All hands 
• Video teleconference (VTC) protocols 

   

41. Receive briefings from your immediate staff at the end of the 
operational period to gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

42. Receive briefings from staff on significant, high-profile, high-
consequence activities. D-3   

• Congressional meetings 
• Intergovernmental Affairs meetings 
• Town hall meetings 
• Environmental and Historic Preservation (EHP) meetings with other 

agencies 

   

    
Behavior/Activity: Review deliberate plans in coordination with state, local, and tribal emergency managers 

Competency: Analysis/Reasoning (C2); Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Acquire and review available deliberate plans. E   

• State plans 
• Tribal plans 
• Local plans 
• Regional plans 
• Other federal agencies 

   

44. Ensure that deliberate plans are used to inform incident plans. E   

• Strategic Plan 
• Functional plans 
• Demobilization Plan 
• Evacuation Plans (incident personnel) 
• Continuity of Operations Plan (COOP) 
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Behavior/Activity: Ensure the development of effective incident plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Direct the Command and General Staff to develop necessary plans. D-3   

46. Ensure the development of appropriate plans. D-3   

• Strategic Plan 
• Functional plans 
• Demobilization Plan 
• Evacuation Plans (incident personnel) 
• COOP Plan 

   

    

Behavior/Activity: Ensure the effectiveness of the incident action planning process 

Competency: Leadership (C16); Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Participate in the incident action planning process. D-3   

• UCG Meeting 
• Command and General Staff Meeting 
• Planning Meeting 
• IAP approval 

   

48. Coordinate with the State to establish an operational period. D-3   

49. Ensure the participation of the Command and General staff and 
their organizations at the appropriate level. D-3   

• Empowered representatives 
• All necessary functional areas represented 

   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

51. Hold personnel accountable for the execution of assigned tasks. D-3   
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52. Delegate specific authority based on the assigned tasks. D-3   

53. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

54. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

55. Gather and analyze information to validate each subordinate’s 
reports of accomplishments. D-3   

56. Ensure that work completed is consistent with direction, policy, 
and incident objectives. D-3   

    

Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

58. Share critical information with state, tribal, and local officials. D-3   

59. Foster a unified approach. D-3   

    
Behavior/Activity: Establish and maintain positive and ethical behaviors during interpersonal, intra-agency, 

and interagency interactions 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

60. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

61. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

62. Promote professional relationships across the incident organization 
to exchange information and work effectively. I   

63. Represent FEMA in a professional manner when working with 
internal and external parties. I   

64. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

66. Establish work assignments and set priorities. D-3   

67. Take corrective action when problems arise. D-3   

68. Establish basic work guidelines with State partners. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 
• Administrative Plan 

   

69. Keep the organization informed of decisions, actions, and changes 
that affect them. D-3   

70. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 
• Recognition letters 
• Certificates 
• Award ceremony 

   

71. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

72. Ensure that supervisors across the organization are completing 
performance evaluations in a timely manner. D-3   
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73. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

• Overtime policy specified in the Administrative Plan    

74. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

75. Write performance appraisals and discuss the results with direct 
report staff. D-3   

    

Behavior/Activity: Demonstrate knowledge and understanding of the key components of the Operations 
Section functions through disaster field experience 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Participate in a Public Assistance (PA) PDA. I   

77. Participate in the development of the EHP Greenbook for a 
disaster. D-3   

78. Attend the applicant briefing. D-3   

79. Participate in the kickoff meeting. D-3   

80. Prepare and manage a project worksheet from initial site visit 
through obligation. D-3   

• Emergency Management Mission Integrated Environment (EMMIE) 
data entry 

• Obligation 
• 406 Mitigation 
• EHP review 

   

81. Participate as a member of the debris management team from 
pickup through disposal. D-3   

82. Review debris contracts. E   

83. Participate with Operations Section in preparing tactics for an 
operational period. D-3   

• Operational Planning Worksheet (ICS 215) preparation 
• Tactics meeting participation 

   

84. Participate in an Individual Assistance (IA) PDA. I   

85. Participate as a Disaster Recovery Center (DRC) staff member 
under the direction of the DRC Manager. D-3   

86. Participate in a joint housing needs assessment. D-3   
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87. Assist in the preparation and submission of an IA Inspection 
Report. D-3   

88. Assist in the preparation of a Hazard Mitigation Strategy. D-3   

89. Receive a disaster-specific briefing on the Repetitive Loss 
program. D-3   

90. Participate in the development of a disaster-specific Community 
Education and Outreach (CEO) program. D-3   

    

Behavior/Activity: Demonstrate knowledge and understanding of the key components of the Planning Section 
functions through disaster field experience 

Competency: Knowledge of Program & Technical Protocols (C15); Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Participate with the Planning staff for a full operational period. D-3   

• UCG Meeting 
• Command and General Staff Meeting 
• Tactics Meeting 
• Planning Meeting 
• IAP preparation and approval 
• Situation Report 
• Documentation 

   

92. Participate in the development of the COOP plan. D-3   

93. Identify critical continuity elements and essential personnel for the 
COOP plan. D-3   

    

Behavior/Activity: Demonstrate knowledge and understanding of the key components of the Logistics Section 
functions through disaster field experience 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Participate in the Joint Field Office (JFO) build-out or tear-down. D-3   

95. Perform a local purchase order using the Enterprise Coordination 
and Approval Processing System (eCAPS). D-3   
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96. Participate in the leasing of the incident facility. D-3   

• Lease 
• Extensions 
• Terms 
• Termination 

   

97. Participate in the issuance of accountable property to an individual. D-3   

98. Participate in the Accountable Property Office (APO) process for 
closing out an individual account on demobilization. D-3   

    

Behavior/Activity: Demonstrate knowledge and understanding of the key components of the Finance/Admin 
Section functions through disaster field experience 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

99. Set funding limits in (Integrated Financial Management 
Information System) IFMIS for key staff members. D-3   

100. Allocate disaster funds in National Emergency Management 
Information System (NEMIS). D-3   

101. Obligate disaster funds in IFMIS. D-3   

102. Establish the local hire program, including reporting requirements. D-3   

103. Review the preparation of the human resources report. D-3   

104. Review the daily financial report to maintain financial oversight—
to ensure that the operation is cost effective. D-3   

105. Oversee budget and expenditures to ensure both stewardship of the 
public trust and effectiveness of the disaster operations. D-3   

106. Approve support contracts or mission assignments. D-3   

107. Oversee the development of—and approve—the incident training 
plan. D-3   

• General guidance on FEMA Qualification System (FQS) trainee use 
• Support for FEMA-State joint training needs 
• On-site training 
• Opportunities for cross-training within the incident management 

organization 
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Behavior/Activity: Coordinate pre-incident/pre-declaration activities 

Competency: Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

108. Establish and maintain contact with the Regional Administrator 
and, as that administrator directs, with the State Emergency 
Management Director. 

D-3 
  

109. Obtain and share information pertaining to the actual or predicted 
event. D-3   

• State/local profile 
• Predictive modeling 
• Prepositioning of assets 
• Demographics 

   

110. Meet with the Regional Administrator, Division Directors, Mobile 
Emergency Response Support (MERS), and other regional staff to 
review pertinent incident information. 

D-3 
  

• Anticipated priorities 
• Past disaster history 
• Issues and concerns 
• Congressional delegation 
• Demographic data for affected areas 

   

111. Obtain situational awareness of communications between deployed 
FEMA staff, the Assistant Director for FCO Operations, and the 
RRCC. 

D-3 
  

    

Behavior/Activity: Coordinate Federal activities related to Stafford Act disasters and emergencies 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

112. Conduct an initial appraisal of the types of assistance most 
urgently needed. D-3   

113. Develop a plan for managing the incident and establishing the JFO. D-3   

114. Accept the formal transfer of operational control of the incident. D-3   

115. Coordinate the finalization and execution of the FEMA-
State/FEMA-Tribal agreement. D-3   

116. Plan and schedule the signing of the FEMA-State/FEMA-Tribal 
agreement. D-3   
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117. Ensure the proper distribution of the FEMA-State/FEMA-Tribal 
agreement. D-3   

118. Draft an FCO executive summary. D-3   

119. Determine whether other Federal agencies are, or should be, 
operating under their own legislative authorities or under Stafford 
Act authorities. 

D-3 
  

120. Ensure that local citizens and public officials obtain the assistance 
for which they are qualified. D-3   

• DRCs 
• Kickoff meetings 
• Applicant briefings 
• Community Relations 

   

    

Behavior/Activity: Manage government relationships 

Competency: Leadership (C16); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

121. Participate in the UCG to determine joint incident objectives 
throughout the operation. D-3   

122. Advise the State Coordinating Officer (SCO) or Governor’s 
Authorized Representative (GAR) on the status of the Federal 
response. 

D-3 
  

123. Brief the incident status to elected officials whose constituencies 
are affected. D-3   

• Members of Congress and/or Congressional staff 
• Tribal leadership 
• State legislators 
• Mayors and city council members 
• Parish presidents 
• County judges 
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Behavior/Activity: Direct the establishment and efficient operation of the incident management organization 
and its facilities 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

124. Approve an incident organization appropriate for the scale and 
type of incident. D-3   

125. Delegate authority to the incident management personnel, as 
appropriate. D-3   

126. Ensure appropriate staffing levels to meet operational 
requirements. D-3   

127. In consultation with the SCO, select and approve a location and 
layout for use as a JFO. D-3   

    

Behavior/Activity: Manage the media, community, and other external relationships 

Competency: Leadership (C16); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

128. Ensure the management of media, community, and other external 
relationships to communicate the availability of assistance to 
applicants and the general public. 

D-3 
  

129. Approve Joint Information Center (JIC) messages and other 
activities to ensure that the messages are consistent. D-3   

130. Establish strategies to manage expectations concerning disaster 
assistance. D-3   

131. Ensure that community relations programs enable early 
identification of essential survivor needs. D-3   

132. Participate in a Community Relations field operation. D-3   

133. Represent FEMA and FEMA’s role as the coordinator of Federal 
assistance at press events and public meetings. D-3   

134. Oversee VIP visits and tours. D-3   
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

135. Negotiate the date and location of transfer. D-3   

136. Provide for adequate overlap to ensure the efficient transfer of 
duties. D-3   

137. Brief replacement on current situation. D-3   

138. Ensure that an effective transfer of duties is accomplished. D-3   

139. Notify all appropriate internal and external partners. D-3   

    

Behavior/Activity: Ensure with the Regional Administrator and SCO a complete and effective closeout at the 
termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

140. Oversee the implementation of the Demobilization Plan. D-3   

141. Oversee the preparation of Transition Briefs. D-3   

• Regional Administrator 
• State Director 

   

142. Submit the formal JFO closure letter. D-3   

143. Oversee the notification of congressional delegations, media, staff, 
the General Services Administration, and others of the JFO 
closing. 

D-3 
  

144. Submit the final Situation Report. D-3   

145. Ensure that Logistics conducts a proper closeout of the accountable 
property function by verifying that all issued accountable property 
is returned or accounted for. 

D-3 
  

146. Ensure that closeout records are current, accurate, and complete. D-3   

147. Review final incident financial actions and acknowledge the final 
report. D-3   
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148. Ensure that the Regions accept the closeout records for each 
program. D-3   

• Identification of responsible parties to receive the records 
• Acknowledgement of receipt 

   

149. Submit to the Planning Section Chief items for the Remedial 
Action Management Program (RAMP). D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

150. Make return travel arrangements. I   

151. Prepare and submit the final travel voucher. I   

152. Return equipment to the APO. I   

153. Check out with the ADD. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Federal Coordinating Officer Type III (FCO3) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Federal Coordinating Officer Type III (FCO3) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Federal Coordinating Officer Type III (FCO3) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Finance and Admin Section Chief Type I (FSC1) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions. 

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents. 

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated. 

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following: 
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for: 

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work; 

• Completes assigned tasks on time and with minimal supervision; 
• Arrives prepared for work; 
• Fulfills all commitments made to peers, co-workers, and supervisor; 
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites. 

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

TASKS TO PERFORM 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain relevant situational information on your assignment. D-1   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 
• Incident objectives 
• Governor’s guidance 
• State Emergency Management Agency guidance 
• Loss of utilities that affect our ability to communicate with partners and 

resources 
• Political issues and sensitivities 
• Staging areas, camps, area field offices, and other incident facilities 
• Critical infrastructure damage assessment, locations, and types 
• Information from other personnel responsible for the section or area of 

responsibility prior to your arrival, if applicable 
• Review FEMA/state agreement if approved 

   

2. Obtain initial direction from immediate supervisor concerning your 
assignment. D-1   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current state and local 

priorities 

   

3. Identify topics and issues of potential relevance to your 
assignment. D-1   

4. Attend and participate at the initial Incident Management Assist 
Team (IMAT) meeting. D-1   

• Current incident status 
• Obtain Federal Coordinating Officer (FCO)/team leader priorities and 

expectations for the IMAT 
• Review roles and responsibilities of team members 
• Resource ordering procedures 
• Public information strategy 
• Planning, logistics, and finance/admin agreements and procedures 
• Jurisdictional limitations, concerns, and restrictions 
• Special incident considerations 
• Obtain time frames for briefings; the incident action planning cycle; 

planning and team meetings 
• Review FEMA/state agreement if approved 
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Determine if organizational structure is appropriate based on the 
following: D-1   

• Incident objectives and immediate supervisor direction 
• Emergency Support Functions (ESFs) assigned 
• Coordination needs at the state and local level 
• Span of control 

   

6. Gather and organize multiple resources for the assignment. D-1   

7. Review the Incident Action Plan (IAP) or other relevant plans to 
identify resources assigned by type and quantity. D-1   

• Location and status of assigned resources 
• Resource identifier, if assigned (e.g., Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 

   

8. Ensure that personnel are qualified to perform in assigned 
positions. D-1   

9. Discuss findings and recommendations with immediate supervisor 
as necessary. D-1   

• Organizational structure 
• Shortages or surpluses of resources 
• Changes in tactics 
• Issues and concerns 
• Facilities needs, if applicable 

   

10. Make any organizational adjustments if necessary. D-1   

11. Notify affected assigned resources of any changes. D-1   

12. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-1   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS forms. D-1   

14. Maintain appropriate span of control. D-1   

15. Use common terminology. D-1   

16. Maintain unity of command. D-1   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

17. Attend scheduled briefings as required. D-1   

18. Brief assigned subordinates on details of the IAP following the 
Operations briefing. D-1   

• Ensure that all direct subordinates receive a briefing 
• Remind direct subordinates that all personnel need to be briefed 
• Ensure assignments are clear and provide additional information 

needed 
• Discuss special safety considerations or situations 

   

19. Debrief immediate staff at the end of the operational period to 
gather information. D-1   

• Current situation 
• Assessment of work progress 
• Tactical adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

20. Brief immediate supervisor and Situation Unit on results of 
debriefings. D-1   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Demonstrate professional and appropriate verbal communication 
consistently. D-1   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

22. Demonstrate professional and appropriate non-verbal 
communication consistently. D-1   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

23. Establish and maintain positive interpersonal and interagency 
working relationships. D-1   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

24. Ask clarifying questions to ensure accurate understanding of 
directions. D-1   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

25. Share current information with co-workers and immediate 
supervisor. D-1   

26. Be an effective team player. D-1   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

27. Keep Command and General Staff informed. D-1   

• Current information 
• Significant changes 
• Significant decision and actions 

   

28. Provide the Situation Unit Leader with section information for the 
situation report (Sitrep) D-1   
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Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Participate in the preparation of plans. D-1   

• Advanced Operational Plan 
• Incident Strategic Plan 
• Functional Plans 
• Demobilization Plan 
• Evacuation Plans (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

30. Participate in the action planning process, establishing work 
assignments and performance expectations in support of incident 
objectives. 

D-1 
  

31. Participate in the Operations Tactics meeting to review and finalize 
the Operational Planning Worksheet (ICS 215). D-1   

• Ensure instructions are clear and complete with sufficient detail for the 
Resource Unit to develop the Assignment List (ICS 204) 

• Provide input to update the incident map 
• Identify additional resources needed and/or surpluses 

   

    

Behavior/Activity: Interact with other Command and General Staff personnel to ensure clarity of 
communication and enhance teamwork 

Competency: Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Share current and accurate information. D-1   

33. Keep command and general staff members informed of significant 
changes in operations. D-1   

34. Keep command and general staff members informed of significant 
decisions or actions that affect them. D-1   

35. Keep Resources Unit leader apprised of all operational resource 
status changes. D-1   

36. Ensure periodic preparation of the Finance/Administration section 
input into the Planning situation report (SitRep). D-1   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Provide for the safety, welfare, and accountability of co-workers. D-1   

38. Recognize potentially-hazardous situations. D-1   

39. Communicate potentially-hazardous situations. D-1   

40. Use personal protective equipment (PPE) as issued. D-1   

41. Safeguard property and equipment. D-1   

42. Provide current information for the call-down roster. D-1   

43. Verify special precautions are taken when hazards exist. D-1   

44. Develop and communicate emergency procedures consistent with 
the safety security plans. D-1   

45. Maintain the integrity of the call-down roster. D-1   

46. Notify the Safety Officer of any accidents. D-1   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-1   

48. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-1   

49. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-1   

50. Ensure work completed is consistent with direction and policy. D-1   

• Incident objectives 
• ICS 204 
• Immediate supervisor direction 
• Stafford Act requirements 
• FEMA policies 

   

51. Develop recommendations for next operational period. D-1   
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Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-1   

53. Coordinate with other federal agencies (OFAs) through the 
Operations section. D-1   

54. Share information with state, tribal, and local officials only 
through the appropriate FEMA authority within the incident. D-1   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. D-1   

56. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

D-1 
  

57. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. D-1   

58. Represent FEMA in a professional manner when working with 
internal and external parties. D-1   

59. Exhibit appropriate public stewardship of taxpayer dollars. D-1   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

60. Exhibit principles of duty, integrity, and respect. D-1   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

61. Provide vision for section members to accomplish their mission. D-1   

• Put your section assignments in the context of the bigger picture    

62. Establish work assignments and set priorities. D-1   

63. Establish and communicate basic work guidelines. D-1   

• Work hours 
• Rotation schedule 
• Call-down contact list 
• Staggering of work hours 

   

64. Communicate performance deficiencies immediately and take 
corrective action. D-1   

65. Ensure that personnel receive needed training, mentoring, and 
coaching as follows: D-1   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel so they can develop and maintain skills 
• Provide subordinates with opportunities for development 

   

66. Recognize effective individual and team performance. D-1   

67. Ensure all personnel time records are complete, accurate, and 
submitted within established time frames. D-1   

68. Prepare and discuss formal performance evaluations. D-1   
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69. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-1   

70. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-1   

    

Behavior/Activity: Provide guidance, expertise, and analysis on financial and administrative management to 
the FCO and command and general staff 

Competency: Management & Communication (T1); Establish & Maintain Internal Controls (T2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Provide guidance and briefings with respect to issues, policy, and 
process. D-1   

72. Communicate with incident personnel and participate in meetings 
and conference calls to identify potential issues. D-1   

73. Identify internal control weaknesses and recommend appropriate 
actions. D-1   

74. Research applicable laws, policies, and regulations, confer with 
collegial resources, consult with subject matter experts, and utilize 
the chain of escalation to achieve resolution of significant issues. 

D-1 
  

75. Provide analysis and recommendations to the FCO and command 
and general staff. D-1   

76. Prepare written communications to incident personnel with respect 
to financial or administrative policy, process, and guidance. D-1   

    

Behavior/Activity: Prepare and use financial reports 

Competency: Establish & Maintain Internal Controls (T2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

77. Use system-generated and ad hoc reports to oversee, analyze, 
reconcile, and control financial activities. D-1   

• Daily FIT report 
• HONA report 
• Unobligated commitments 
• Unliquidated obligations 

   

78. Manage the periodic preparation of reports to project disaster costs 
and spending. D-1   
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79. Ensure preparation of periodic reports to the FCO of the financial 
status of the event. D-1   

80. Ensure preparation of periodic reports to the Office of the Chief 
Financial Officer (OCFO) of the financial status of the event. D-1   

81. Direct the preparation of periodic reports for other users as 
required. D-1   

• SmartLink reconciliations 
• Individual Assistance Funding Usage (“Burn Report”) 
• Staffing reports 
• Overtime reports 
• Procurement reports 
• Training reports 

   

    

Behavior/Activity: Coordinate with other section chiefs and branch directors to establish lines of 
communication and operational protocols to achieve shared responsibilities 

Competency: Management & Communication (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Establish joint protocols for the review, approval, and commitment 
of requisitions, requests for commitment of funds, and mission 
assignments. 

D-1 
  

83. Establish joint protocols for the preparation, review, and approval 
of requests for allocations. D-1   

84. Coordinate mission assignment processing with Operations section 
and the Mission Assignment Manager. D-1   

    

Behavior/Activity: Establish and maintain effective coordination and communications external to the incident 

Competency: Management & Communication (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Maintain communications and awareness with the Regional 
Comptroller and follow the chain of escalation within the Office of 
the Chief Financial Officer for reporting and issue resolution. 

D-1 
  

86. Maintain communications with regional personnel and follow the 
chain of escalation within the Region for information and issue 
resolution. 

D-1 
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87. Maintain communication and coordinate section-related activities 
with any other specific entities supporting the incident. D-1   

• National Response Coordination Center 
• Regional Response Coordination Center 
• Mobilization Center 
• Interim Operating Facility 

   

88. Coordinate with the other federal agency personnel as required for 
section-related activities affecting the incident. D-1   

89. Use the National Emergency Management Information System 
(NEMIS) Access Control System in coordination with the Region 
to establish appropriate rights for section personnel and assist 
incident management personnel as required. 

D-1 
  

90. Coordinate with the State Coordinating Officer and other state 
officials as necessary with respect to funding issues. D-1   

    

Behavior/Activity: Manage the incident funding process 

Competency: Management & Communication (T1); Establish & Maintain Internal Controls (T2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Oversee daily the review of financial information and reports. D-1   

92. Direct the review of every funding document to ensure correct 
fund coding, proper authorization, justification, and 
appropriateness of expenditures. 

D-1 
  

93. Ensure the regular analysis, reconciliation and, to the extent 
possible, finalization of all financial transactions. D-1   

94. Adhere to OCFO protocols while providing necessary funds to 
achieve incident objectives in a timely manner as the FCO directs. D-1   

95. Ensure that all funding conforms to federal appropriations law, 
specifically with respect to the provisions of the Stafford Act and 
the Disaster Relief Fund. 

D-1 
  

96. Ensure that all funding for surge activities conforms to agency 
directives. D-1   

97. Ensure that funding for Individual Assistance programs conforms 
to agency directives. D-1   

98. Ensure that funding for direct housing programs conforms to 
agency directives. D-1   

99. Ensure that funding for sheltering and feeding programs conforms 
to agency directives. D-1   
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100. Ensure that funding for urban search and rescue operations 
conforms to agency directives. D-1   

101. Ensure that funding for multi-ESF response operations conforms to 
agency directives. D-1   

102. Implement financial transition protocol for the incident. D-1   

    

Behavior/Activity: Manage the Human Resources, Procurement, Training, and Cost Units for the incident 

Competency: Management & Communication (T1); Establish & Maintain Internal Controls (T2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

103. Ensure adequate resources and expertise for each unit are deployed 
or identified. D-1   

104. Establish and monitor a robust system of internal controls to ensure 
effective financial and administrative management to limit the risk 
of fraud, waste, or abuse. 

D-1 
  

105. Establish and maintain a succession and management plan for the 
section and delegate the authorities necessary to execute that plan. D-1   

106. Compensate for any gaps of resource or expertise, including acting 
as the unit leader, if necessary. D-1   

107. Provide a management environment that respects the technical 
expertise of each unit. D-1   

108. Solicit recommendations from section personnel on operational, 
procedural, and personnel issues. D-1   

109. Conduct regular briefings of section personnel with respect to field 
office and program operations. D-1   

110. Inform the section personnel of changes in program operations that 
might impact current or future activities. D-1   

111. Ensure the ongoing training and professional development of all 
section personnel. D-1   

112. Ensure that section staff members communicate with customers in 
a professional manner. D-1   

113. Resolve conflicts and barriers that inhibit effective performance in 
any unit. D-1   

114. Review processes, execute inspections and reviews, and ensure 
compliance with established protocols. D-1   

115. Take corrective action, as necessary, to remedy any performance 
or process deficiencies. D-1   
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116. Ensure unit leaders elevate issues for resolution in the appropriate 
chain of escalation for that unit. D-1   

117. Obtain periodic status reports from each unit. D-1   

118. Coordinate transitions for changes in personnel or when a unit 
demobilizes. D-1   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

119. Determine the time of transfer. D-1   

120. Provide for adequate overlap to ensure efficient transfer of duties. D-1   

121. Ensure that incident status information is up-to-date. D-1   

122. Ensure that an effective transfer is accomplished at all levels of the 
section. D-1   

123. Brief replacement on current situation. D-1   

    

Behavior/Activity: Ensure a complete and effective closeout and/ortransition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

124. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-1   

125. Ensure that closeout records are current, accurate, and complete. D-1   

126. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-1   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident. 

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Finance and Admin Section Chief Type I (FSC1) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #): 

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #): 

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

 Finance and Admin Section Chief Type I (FSC1) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #): 

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #): 

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Finance and Admin Section Chief Type I (FSC1) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position. 

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position. 

 
Official’s Signature and Date 

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Finance and Admin Section Chief Type II (FSC2) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions. 

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents. 

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated. 

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following: 
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for: 

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work; 

• Completes assigned tasks on time and with minimal supervision; 
• Arrives prepared for work; 
• Fulfills all commitments made to peers, co-workers, and supervisor; 
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites. 

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

TASKS TO PERFORM 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain relevant situational information on your assignment. D-2   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 
• Incident objectives 
• Governor’s guidance 
• State Emergency Management Agency guidance 
• Loss of utilities that affect our ability to communicate with partners and 

resources 
• Political issues and sensitivities 
• Staging areas, camps, area field offices, and other incident facilities 
• Critical infrastructure damage assessment, locations, and types 
• Information from other personnel responsible for the section or area of 

responsibility prior to your arrival, if applicable 
• Review FEMA/state agreement if approved 

   

2. Obtain initial direction from your immediate supervisor concerning 
your assignment. D-2   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current state and local 

priorities 

   

3. Identify topics and issues of potential relevance to your 
assignment. D-2   

4. Attend and participate at the initial Incident Management Assist 
Team (IMAT) meeting. D-2   

• Current incident status 
• Obtain Federal Coordinating Officer (FCO)/team leader priorities and 

expectations for the IMAT 
• Review roles and responsibilities of team members 
• Resource ordering procedures 
• Public information strategy 
• Planning, logistics, and finance/admin agreements and procedures 
• Jurisdictional limitations, concerns, and restrictions 
• Special incident considerations 
• Obtain time frames for briefings; the incident action planning cycle; 

planning and team meetings 
• Review FEMA/state agreement if approved 
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Determine if organizational structure is appropriate based on the 
following: D-2   

• Incident objectives and immediate supervisor direction 
• Emergency Support Functions (ESFs) assigned 
• Coordination needs at the state and local level 
• Span of control 

   

6. Gather and organize multiple resources for the assignment. D-2   

7. Review the Incident Action Plan (IAP) or other relevant plans to 
identify resources assigned by type and quantity. D-2   

• Location and status of assigned resources 
• Resource identifier, if assigned (e.g., Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 

   

8. Ensure that personnel are qualified to perform in assigned 
positions. D-2   

9. Discuss findings and recommendations with the immediate 
supervisor as necessary. D-2   

• Organizational structure 
• Shortages or surpluses of resources 
• Changes in tactics 
• Issues and concerns 
• Facilities needs, if applicable 

   

10. Make any organizational adjustments if necessary. D-2   

11. Notify affected assigned resources of any changes. D-2   

12. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-2   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS forms. D-2   

14. Maintain appropriate span of control. D-2   

15. Use common terminology. D-2   

16. Maintain unity of command. D-2   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

17. Attend scheduled briefings as required. D-2   

18. Brief assigned subordinates on details of the IAP following the 
Operations briefing. D-2   

• Ensure that all direct subordinates receive a briefing 
• Remind direct subordinates that all personnel need to be briefed 
• Ensure assignments are clear and provide additional information 

needed 
• Discuss special safety considerations or situations 

   

19. Debrief your immediate staff at the end of the operational period to 
gather information. D-2   

• Current situation 
• Assessment of work progress 
• Tactical adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

20. Brief immediate supervisor and Situation Unit on results of 
debriefings. D-2   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Demonstrate professional and appropriate verbal communication 
consistently. D-2   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

22. Demonstrate professional and appropriate non-verbal 
communication consistently. D-2   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

23. Establish and maintain positive interpersonal and interagency 
working relationships. D-2   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

24. Ask clarifying questions to ensure accurate understanding of 
directions. D-2   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

25. Share current information with co-workers and immediate 
supervisor. D-2   

26. Be an effective team player. D-2   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

27. Keep Command and General Staff informed. D-2   

• Current information 
• Significant changes 
• Significant decision and actions 

   

28. Provide the Situation Unit Leader with section information for the 
situation report (Strep). D-2   
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Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Participate in the preparation of plans. D-2   

• Advanced Operational Plan 
• Incident Strategic Plan 
• Functional Plans 
• Demobilization Plan 
• Evacuation Plans (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

30. Participate in the action planning process, establishing work 
assignments and performance expectations in support of incident 
objectives. 

D-2 
  

31. Participate in the Operations Tactics meeting to review and finalize 
the Operational Planning Worksheet (ICS 215). D-2   

• Ensure instructions are clear and complete with sufficient detail for the 
Resource Unit to develop the Assignment List (ICS 204) 

• Provide input to update the incident map 
• Identify additional resources needed and/or surpluses 

   

    

Behavior/Activity: Interact with other Command and General Staff personnel to ensure clarity of 
communication and enhance teamwork 

Competency: Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Share current and accurate information. D-2   

33. Keep command and general staff members informed of significant 
changes in operations. D-2   

34. Keep command and general staff members informed of significant 
decisions or actions that affect them. D-2   

35. Keep Resources Unit leader apprised of all operational resource 
status changes. D-2   

36. Ensure periodic preparation of the Finance/Administration section 
input into the Planning situation report (Strep). D-2   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Provide for the safety, welfare, and accountability of co-workers. D-2   

38. Recognize potentially-hazardous situations. D-2   

39. Communicate potentially-hazardous situations. D-2   

40. Use personal protective equipment (PPE) as issued. D-2   

41. Safeguard property and equipment. D-2   

42. Provide current information for the call-down roster. D-2   

43. Verify special precautions are taken when hazards exist. D-2   

44. Develop and communicate emergency procedures consistent with 
the safety security plans. D-2   

45. Maintain the integrity of the call-down roster. D-2   

46. Notify the Safety Officer of any accidents. D-2   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-2   

48. Gather and analyze information to validate subordinate report of 
accomplishments. D-2   

49. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-2   

50. Ensure work completed is consistent with direction and policy. D-2   

• Incident objectives 
• ICS 204 
• Immediate supervisor direction 
• Stafford Act requirements 
• FEMA policies 

   

51. Develop recommendations for next operational period. D-2   
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Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-2   

53. Coordinate with other federal agencies (OFAs) through the 
Operations section. D-2   

54. Share information with state, tribal, and local officials only 
through the appropriate FEMA authority within the incident. D-2   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. D-2   

56. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

D-2 
  

57. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. D-2   

58. Represent FEMA in a professional manner when working with 
internal and external parties. D-2   

59. Exhibit appropriate public stewardship of taxpayer dollars. D-2   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

60. Exhibit principles of duty, integrity, and respect. D-2   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

61. Provide vision for section members to accomplish their mission. D-2   

• Put your section assignments in the context of the bigger picture    

62. Establish work assignments and set priorities. D-2   

63. Establish and communicate basic work guidelines. D-2   

• Work hours 
• Rotation schedule 
• Call-down contact list 
• Staggering of work hours 

   

64. Communicate performance deficiencies immediately and take 
corrective action. D-2   

65. Ensure that personnel receive needed training, mentoring, and 
coaching as follows: D-2   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel so they can develop and maintain skills 
• Provide subordinates with opportunities for development 

   

66. Recognize effective individual and team performance. D-2   

67. Ensure all personnel time records are complete, accurate, and 
submitted within established time frames. D-2   

68. Prepare and discuss formal performance evaluations. D-2   
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69. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-2   

70. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-2   

    

Behavior/Activity: Provide guidance, expertise, and analysis on financial and administrative management to 
the FCO and command and general staff 

Competency: Management & Communication (T1); Establish & Maintain Internal Controls (T2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Provide guidance and briefings with respect to issues, policy, and 
process. D-2   

72. Communicate with incident personnel and participate in meetings 
and conference calls to identify potential issues. D-2   

73. Identify internal control weaknesses and recommend appropriate 
actions. D-2   

74. Research applicable laws, policies, and regulations, confer with 
collegial resources, consult with subject matter experts, and utilize 
the chain of escalation to achieve resolution of significant issues. 

D-2 
  

75. Provide analysis and recommendations to the FCO and command 
and general staff. D-2   

76. Prepare written communications to incident personnel with respect 
to financial or administrative policy, process, and guidance. D-2   

    

Behavior/Activity: Prepare and use financial reports 

Competency: Establish & Maintain Internal Controls (T2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

77. Use system-generated and ad hoc reports to oversee, analyze, 
reconcile, and control financial activities. D-2   

• Daily FIT Report 
• HONA Report 
• Unobligated commitments 
• Unliquidated obligations 

   

78. Manage the periodic preparation of reports to project disaster costs 
and spending. D-2   
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79. Ensure preparation of periodic reports to the FCO of the financial 
status of the event. D-2   

80. Ensure preparation of periodic reports to the Office of the Chief 
Financial Officer (OCFO) of the financial status of the event. D-2   

81. Direct the preparation of periodic reports for other users as 
required. D-2   

• SmartLink reconciliations 
• Individual Assistance Funding Usage (“Burn Report”) 
• Staffing reports 
• Overtime reports 
• Procurement reports 
• Training reports 

   

    

Behavior/Activity: Coordinate with other section chiefs and branch directors to establish lines of 
communication and operational protocols to achieve shared responsibilities 

Competency: Management & Communication (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Establish joint protocols for the review, approval, and commitment 
of requisitions, requests for commitment of funds, and mission 
assignments. 

D-2 
  

83. Establish joint protocols for the preparation, review, and approval 
of requests for allocations. D-2   

84. Coordinate mission assignment processing with Operations section 
and the Mission Assignment Manager. D-2   

    

Behavior/Activity: Establish and maintain effective coordination and communications external to the incident 

Competency: Management & Communication (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Maintain communications and awareness with the Regional 
Comptroller and follow the chain of escalation within the Office of 
the Chief Financial Officer for reporting and issue resolution. 

D-2 
  

86. Maintain communications with regional personnel and follow the 
chain of escalation within the Region for information and issue 
resolution. 

D-2 
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87. Maintain communication and coordinate section-related activities 
with any other specific entities supporting the incident. D-2   

• National Response Coordination Center 
• Regional Response Coordination Center 
• Mobilization Center 
• Interim Operating Facility 

   

88. Coordinate with the other federal agency personnel as required for 
section-related activities affecting the incident. D-2   

89. Use the National Emergency Management Information System 
(NEMIS) Access Control System in coordination with the Region 
to establish appropriate rights for section personnel and assist 
incident management personnel as required. 

D-2 
  

90. Coordinate with the State Coordinating Officer and other state 
officials as necessary with respect to funding issues. D-2   

    

Behavior/Activity: Manage the incident funding process 

Competency: Management & Communication (T1); Establish & Maintain Internal Controls (T2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Oversee the review of financial information and reports on a daily 
basis. D-2   

92. Direct the review of every funding document to ensure correct 
fund coding, proper authorization, justification, and 
appropriateness of expenditures. 

D-2 
  

93. Ensure the regular analysis, reconciliation and, to the extent 
possible, finalization of all financial transactions. D-2   

94. Adhere to OCFO protocols while providing necessary funds to 
achieve incident objectives in a timely manner as the FCO directs. D-2   

95. Ensure that all funding conforms to federal appropriations law, 
specifically with respect to the provisions of the Stafford Act and 
the Disaster Relief Fund. 

D-2 
  

96. Ensure that all funding for surge activities conforms to agency 
directives. D-2   

97. Ensure that funding for Individual Assistance programs conforms 
to agency directives. D-2   
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98. Ensure that funding for lifesaving and life-sustaining programs that 
may occur in Level II events conforms to agency directives. D-2   

• Direct housing 
• Sheltering and feeding 
• Urban search and rescue 
• Multi-ESF response 

   

99. Implement financial transition protocol for the incident. D-2   

    

Behavior/Activity: Manage the Human Resources, Procurement, Training, and Cost Units for the incident 

Competency: Management & Communication (T1); Establish & Maintain Internal Controls (T2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

100. Ensure that adequate resources and expertise for each unit are 
deployed or identified. D-2   

101. Establish and monitor a robust system of internal controls to ensure 
effective financial and administrative management to limit the risk 
of fraud, waste, or abuse. 

D-2 
  

102. Establish and maintain a succession and management plan for the 
section and delegate the authorities necessary to execute that plan. D-2   

103. Compensate for any gaps of resource or expertise, including acting 
as the unit leader, if necessary. D-2   

104. Provide management environment that respects the technical 
expertise of each unit. D-2   

105. Solicit recommendations from section personnel on operational, 
procedural, and personnel issues. D-2   

106. Conduct regular briefings of section personnel with respect to field 
office and program operations. D-2   

107. Inform the section personnel of changes in program operations that 
might impact current or future activities. D-2   

108. Ensure the ongoing training and professional development of all 
section personnel. D-2   

109. Ensure that section staff members communicate with customers in 
a professional manner. D-2   

110. Resolve conflicts and barriers that inhibit effective performance in 
any unit. D-2   

111. Review processes, execute inspections and reviews, and ensure 
compliance with established protocols. D-2   
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112. Take corrective action, as necessary, to remedy any performance 
or process deficiencies. D-2   

113. Ensure unit leaders elevate issues for resolution in the appropriate 
chain of escalation for that unit. D-2   

114. Obtain periodic status reports from each unit. D-2   

115. Coordinate transitions for changes in personnel or when a unit 
demobilizes. D-2   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

116. Determine the time of transfer. D-2   

117. Provide for adequate overlap to ensure efficient transfer of duties. D-2   

118. Ensure that incident status information is up-to-date. D-2   

119. Ensure that an effective transfer is accomplished at all levels of the 
section. D-2   

120. Brief replacement on current situation. D-2   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

121. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-2   

122. Ensure that closeout records are current, accurate, and complete. D-2   

123. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-2   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident. 

• Incident/Disaster/Exercise (Name, Number, and Location):  Identify the 
incident/disaster/exercise by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 

  



FINANCE AND ADMIN SECTION CHIEF TYPE II (FSC2) 21 November 2011, Revised 

20 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Evaluation Record 

 
TRAINEE NAME 

Finance and Admin Section Chief Type II (FSC2) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #): 

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #): 

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

 Finance and Admin Section Chief Type II (FSC2) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #): 

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #): 

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Finance and Admin Section Chief Type II (FSC2) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position. 

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position. 

 
Official’s Signature and Date 

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Finance and Admin Section Chief Type III (FSC3) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions. 

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents. 

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated. 

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following: 
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for: 

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work; 

• Completes assigned tasks on time and with minimal supervision; 
• Arrives prepared for work; 
• Fulfills all commitments made to peers, co-workers, and supervisor; 
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites. 

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. I   

• Current program guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to “Common Responsibilities” (Chapter 2, 
IMH). I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain relevant situational information on your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 
• Incident objectives 
• Governor’s guidance 
• State Emergency Management Agency guidance 
• Loss of utilities that affect our ability to communicate with partners and 

resources 
• Political issues and sensitivities 
• Staging areas, camps, area field offices, and other incident facilities 
• Critical infrastructure damage assessment, locations, and types 
• Information from other personnel responsible for the section or area of 

responsibility prior to your arrival, if applicable 
• Review FEMA/state agreement if approved 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current state and local 

priorities 

   

11. Identify topics and issues of potential relevance to your 
assignment. I   
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12. Attend and participate in the initial Incident Management Assist 
Team (IMAT) meeting. I   

• Current incident status 
• Obtain Federal Coordinating Officer (FCO)/team leader priorities and 

expectations for the IMAT 
• Review roles and responsibilities of team members 
• Resource ordering procedures 
• Public information strategy 
• Planning, logistics, and finance/admin agreements and procedures 
• Jurisdictional limitations, concerns, and restrictions 
• Special incident considerations 
• Obtain time frames for briefings; the incident action planning cycle; 

planning and team meetings 
• Review FEMA/state agreement if approved 

   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Determine if organizational structure is appropriate based on the 
following: D-3   

• Incident objectives and immediate supervisor direction 
• Emergency Support Functions (ESFs) assigned 
• Coordination needs at the state and local level 
• Span of control 

   

14. Gather and organize multiple resources for the assignment. D-3   

15. Review the Incident Action Plan (IAP) or other relevant plans to 
identify resources assigned by type and quantity. D-3   

• Location and status of assigned resources 
• Resource identifier, if assigned (e.g., Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 

   

16. Ensure that personnel are qualified to perform in assigned 
positions. D-3   
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17. Discuss findings and recommendations with immediate supervisor 
as necessary. D-3   

• Organizational structure 
• Shortages or surpluses of resources 
• Changes in tactics 
• Issues and concerns 
• Facilities needs, if applicable 

   

18. Make any organizational adjustments if necessary. D-3   

19. Notify affected assigned resources of any changes. D-3   

20. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS forms. I   

22. Maintain appropriate span of control. I   

23. Use common terminology. I   

24. Maintain unity of command. I   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Attend scheduled briefings as required. D-3   

26. Brief assigned subordinates on details of the IAP following the 
Operations briefing. D-3   

• Ensure that all direct subordinates receive a briefing 
• Remind direct subordinates that all personnel need to be briefed 
• Ensure assignments are clear and provide additional information 

needed 
• Discuss special safety considerations or situations 
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27. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Tactical adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

28. Brief immediate supervisor and Situation Unit on results of 
debriefings. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Demonstrate professional and appropriate verbal communication 
consistently. D-3   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

30. Demonstrate professional and appropriate non-verbal 
communication consistently. D-3   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

31. Establish and maintain positive interpersonal and interagency 
working relationships. D-3   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

32. Ask clarifying questions to ensure accurate understanding of 
directions. D-3   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 
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33. Share current information with co-workers and immediate 
supervisor. D-3   

34. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

35. Keep Command and General Staff informed. D-3   

• Current information 
• Significant changes 
• Significant decision and actions 

   

36. Provide the Situation Unit Leader with section information for the 
situation report (SitRep). D-3   

    

Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Participate in the preparation of plans. D-3   

• Advanced Operational Plan 
• Incident Strategic Plan 
• Functional Plans 
• Demobilization Plan 
• Evacuation Plans (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

38. Participate in the action planning process, establishing work 
assignments and performance expectations in support of incident 
objectives. 

D-3 
  

39. Participate in the Operations Tactics meeting to review and finalize 
the Operational Planning Worksheet (ICS 215). D-3   

• Ensure instructions are clear and complete with sufficient detail for the 
Resource Unit to develop the Assignment List (ICS 204) 

• Provide input to update the incident map 
• Identify additional resources needed and/or surpluses 
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Behavior/Activity: Interact with other Command and General Staff personnel to ensure clarity of 
communication and enhance teamwork 

Competency: Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Share current and accurate information. D-3   

41. Keep command and general staff members informed of significant 
changes in operations. D-3   

42. Keep command and general staff members informed of significant 
decisions or actions that affect them. D-3   

43. Keep Resources Unit leader apprised of all operational resource 
status changes. D-3   

44. Ensure periodic preparation of the Finance/Administration section 
input into the Planning situation report (SitRep). D-3   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Provide for the safety, welfare, and accountability of co-workers. D-3   

46. Recognize potentially-hazardous situations. D-3   

47. Communicate potentially-hazardous situations. D-3   

48. Use personal protective equipment (PPE) as issued. D-3   

49. Safeguard property and equipment. D-3   

50. Provide current information for the call-down roster. D-3   

51. Verify special precautions are taken when hazards exist. D-3   

52. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

53. Maintain the integrity of the call-down roster. D-3   

54. Notify the Safety Officer of any accidents. D-3   

  



FINANCE AND ADMIN SECTION CHIEF TYPE III (FSC3) 21 November 2011, Revised 

12 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

56. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

57. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

58. Ensure work completed is consistent with direction and policy. D-3   

• Incident objectives 
• ICS 204 
• Immediate supervisor direction 
• Stafford Act requirements 
• FEMA policies 

   

59. Develop recommendations for next operational period. D-3   

    

Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

60. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-3   

61. Coordinate with other federal agencies (OFAs) through the 
Operations section. D-3   

62. Share information with state, tribal, and local officials only 
through the appropriate FEMA authority within the incident. D-3   
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Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

64. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

65. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. I   

66. Represent FEMA in a professional manner when working with 
internal and external parties. I   

67. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

68. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

69. Provide vision for section members to accomplish their mission. D-3   

• Put your section assignments in the context of the bigger picture    

70. Establish work assignments and set priorities. D-3   
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71. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Call-down contact list 
• Staggering of work hours 

   

72. Communicate performance deficiencies immediately and take 
corrective action. D-3   

73. Ensure that personnel receive needed training, mentoring, and 
coaching as follows: D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel so they can develop and maintain skills 
• Provide subordinates with opportunities for development 

   

74. Recognize effective individual and team performance. D-3   

75. Ensure all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

76. Prepare and discuss formal performance evaluations. D-3   

77. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

78. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

    

Behavior/Activity: Provide guidance, expertise, and analysis on financial and administrative management to 
the FCO and command and general staff 

Competency: Management & Communication (T1); Establish & Maintain Internal Controls (T2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Provide guidance and briefings with respect to issues, policy, and 
process. D-3   

80. Communicate with incident personnel and participate in meetings 
and conference calls to identify potential issues. D-3   

81. Identify internal control weaknesses and recommend appropriate 
actions. D-3   
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82. Research applicable laws, policies and regulations, confer with 
collegial resources, consult with subject matter experts, and utilize 
the chain of escalation to achieve resolution of significant issues. 

D-3 
  

83. Provide analysis and recommendations to the FCO and command 
and general staff. D-3   

84. Prepare written communications to incident personnel with respect 
to financial or administrative policy, process, and guidance. D-3   

    

Behavior/Activity: Prepare and use financial reports 

Competency: Establish & Maintain Internal Controls (T2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Use system-generated and ad hoc reports to oversee, analyze, 
reconcile, and control financial activities. D-3   

• Daily FIT Report 
• HONA Report 
• Unobligated commitments 
• Unliquidated obligations 

   

86. Manage the periodic preparation of reports to project disaster costs 
and spending. D-3   

87. Ensure preparation of periodic reports to the FCO of the financial 
status of the event. D-3   

88. Ensure preparation of periodic reports to the Office of the Chief 
Financial Officer (OCFO) of the financial status of the event. D-3   

89. Direct the preparation of periodic reports for other users as 
required. D-3   

• SmartLink reconciliations 
• Individual Assistance Funding Usage (“Burn Report”) 
• Staffing reports 
• Overtime reports 
• Procurement reports 
• Training reports 
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Behavior/Activity: Coordinate with other section chiefs and branch directors to establish lines of 
communication and operational protocols to achieve shared responsibilities 

Competency: Management & Communication (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

90. Establish joint protocols for the review, approval, and commitment 
of requisitions, requests for commitment of funds, and mission 
assignments. 

D-3 
  

91. Establish joint protocols for the preparation, review, and approval 
of requests for allocations. D-3   

92. Coordinate mission assignment processing with Operations section 
and the Mission Assignment Manager. D-3   

    

Behavior/Activity: Establish and maintain effective coordination and communications external to the incident 

Competency: Management & Communication (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

93. Maintain communications and awareness with the Regional 
Comptroller and follow the chain of escalation within the Office of 
the Chief Financial Officer for reporting and issue resolution. 

D-3 
  

94. Maintain communications with regional personnel and follow the 
chain of escalation within the Region for information and issue 
resolution. 

D-3 
  

95. Maintain communication and coordinate section-related activities 
with any other specific entities supporting the incident. D-3   

• National Response Coordination Center 
• Regional Response Coordination Center 
• Mobilization Center 
• Interim Operating Facility 

   

96. Coordinate with the other federal agency personnel as required for 
section-related activities affecting the incident. D-3   

97. Use the National Emergency Management Information System 
(NEMIS) Access Control System in coordination with the Region 
to establish appropriate rights for section personnel and assist 
incident management personnel as required. 

D-3 
  

98. Coordinate with the State Coordinating Officer and other state 
officials as necessary with respect to funding issues. D-3   
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Behavior/Activity: Manage the incident funding process 

Competency: Management & Communication (T1); Establish & Maintain Internal Controls (T2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

99. Oversee the review of financial information and reports on a daily 
basis. D-3   

100. Direct the review of every funding document to ensure correct 
fund coding, proper authorization, justification, and 
appropriateness of expenditures. 

D-3 
  

101. Ensure the regular analysis, reconciliation and, to the extent 
possible, finalization of all financial transactions. D-3   

102. Adhere to OCFO protocols while providing necessary funds to 
achieve incident objectives in a timely manner as the FCO directs. D-3   

103. Ensure that all funding conforms to federal appropriations law, 
specifically with respect to the provisions of the Stafford Act and 
the Disaster Relief Fund. 

D-3 
  

104. Ensure that funding for Individual Assistance programs conforms 
to agency directives. D-3   

105. Implement financial transition protocol for the incident. D-3   

    

Behavior/Activity: Manage the Human Resources, Procurement, Training, and Cost Units for the incident 

Competency: Management & Communication (T1); Establish & Maintain Internal Controls (T2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

106. Ensure adequate resources and expertise for each unit are deployed 
or identified. D-3   

107. Establish and monitor a robust system of internal controls to ensure 
effective financial and administrative management to limit the risk 
of fraud, waste, or abuse. 

D-3 
  

108. Establish and maintain a succession and management plan for the 
section and delegate the authorities necessary to execute that plan. D-3   

109. Compensate for any gaps of resource or expertise, including acting 
as the unit leader, if necessary. D-3   

110. Provide management environment that respects the technical 
expertise of each unit. D-3   

111. Solicit recommendations from section personnel on operational, 
procedural, and personnel issues. D-3   
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112. Conduct regular briefings of section personnel with respect to field 
office and program operations. D-3   

113. Inform the section personnel of changes in program operations that 
might impact current or future activities. D-3   

114. Ensure the ongoing training and professional development of all 
section personnel. D-3   

115. Ensure that section staff members communicate with customers in 
a professional manner. D-3   

116. Resolve conflicts and barriers that inhibit effective performance in 
any unit. D-3   

117. Review processes, execute inspections and reviews, and ensure 
compliance with established protocols. D-3   

118. Take corrective action, as necessary, to remedy any performance 
or process deficiencies. D-3   

119. Ensure unit leaders elevate issues for resolution in the appropriate 
chain of escalation for that unit. D-3   

120. Obtain periodic status reports from each unit. D-3   

121. Coordinate transitions for changes in personnel or when a unit 
demobilizes. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

122. Determine the time of transfer. I   

123. Provide for adequate overlap to ensure efficient transfer of duties. I   

124. Ensure that incident status information is up-to-date. I   

125. Ensure that an effective transfer is accomplished at all levels of the 
section. I   

126. Brief replacement on current situation. I   

  



21 November 2011, Revised FINANCE AND ADMIN SECTION CHIEF TYPE III (FSC3) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 19 

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

127. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

128. Ensure that closeout records are current, accurate, and complete. D-3   

129. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

130. Obtain performance appraisal from supervisor. I   

131. Make return travel arrangements. I   

132. Prepare final travel voucher. I   

133. Return equipment to Accountable Property Officer (APO). I   

134. Submit final timesheet, appraisal form, and travel voucher. I   

135. Check out with Automated Deployment Database (ADD). I   

136. Report to the Training Unit upon completion of training 
assignment. I   

137. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident. 

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Finance and Admin Section Chief Type III (FSC3) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #): 

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #): 

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

 Finance and Admin Section Chief Type III (FSC3) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #): 

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #): 

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Finance and Admin Section Chief Type III (FSC3) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position. 

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position. 

 
Official’s Signature and Date 

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Cost Unit Leader (COST) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 



COST UNIT LEADER (COST) 21 November 2011, Revised 

4 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate Forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Attend scheduled briefings as required. D-3   

17. Brief subordinates with relevant information on their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types and location 

   

18. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

19. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

21. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

22. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

23. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

24. Share current information with co-workers and immediate 
supervisor. D-3   

25. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

27. Hold personnel accountable for the execution of assigned tasks. D-3   

28. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

29. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

30. Request additional resources or release surplus resources. D-3   

31. Address logistical problems that subordinates report. D-3   

32. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

33. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

34. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

35. Keep assigned personnel informed of changes. D-3   

36. Notify immediate supervisor of unit personnel status changes when 
they occur. D-3   

37. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Provide guidance, expertise, and analysis on financial and administrative management to 
incident personnel and Cost Unit staff 

Competency: Management & Communication (T1); Establish & Maintain Internal Controls (T2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Provide guidance and briefings with respect to issues, policy, and 
process. D-3   

39. Communicate with incident personnel and participate in meetings 
and conference calls to identify potential issues. D-3   

40. Identify internal control weaknesses and recommend appropriate 
actions. D-3   

41. Ensure that prescribed internal control processes are executed 
correctly, including but not limited to the travel voucher/expense 
report quality assurance review, adherence to self-inspection 
program principles and other protocols established by the Office of 
the Chief Financial Officer (OCFO). 

D-3 

  

42. Research applicable laws, policies, and regulations, confer with 
collegial resources, consult with subject matter experts, and utilize 
the chain of escalation to achieve resolution of significant issues. 

D-3 
  

43. Provide analysis and recommendations to the Finance/ Admin 
Section Chief (FASC). D-3   

    

Behavior/Activity: Prepare, use, and analyze financial reports 

Competency: Management & Communication (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Use system generated and ad hoc reports to oversee, analyze, 
reconcile, and control financial activities. D-3   

• Daily FIT report 
• Housing and Other Needs Assistance (HONA) report 
• Unobligated commitments 
• Unliquidated obligations 

   

45. Manage the periodic preparation of reports to project disaster costs 
and spending. D-3   

46. Ensure preparation of periodic reports to the Federal Coordinating 
Officer (FCO) of the financial status of the event. D-3   

47. Ensure preparation of periodic reports to the OCFO of the financial 
status of the event D-3   
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48. Direct the preparation of periodic reports for other users as 
required. D-3   

• Individual Assistance funding usage (“burn report”) 
• Staffing reports 
• Overtime reports 
• Procurement reports 
• Training reports 

   

    

Behavior/Activity: Coordinate with other sections to establish lines of communication and operational 
protocols to achieve shared responsibilities 

Competency: Management & Communication (T1); Establish & Maintain Internal Controls (T2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Establish joint protocols for the review, approval, and commitment 
of requisitions, requests for commitment of funds, and mission 
assignments. 

D-3 
  

50. Establish joint protocols for the preparation, review, and approval 
of requests for allocations. D-3   

51. Coordinate mission assignment processing with the Mission 
Assignment Manager. D-3   

    

Behavior/Activity: Manage the incident funding process 

Competency: Management & Communication (T1); Establish & Maintain Internal Controls (T2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Use the National Emergency Management Information System 
(NEMIS) Access Control System (NACS) in coordination with the 
Region to establish appropriate rights for section personnel and 
assist incident management personnel as required. 

D-3 
  

53. Oversee the review of financial information and reports on a daily 
basis. D-3   

54. Direct the review of every funding document to ensure correct 
fund coding, proper authorization, justification, and 
appropriateness of expenditures. 

D-3 
  

55. Certify funds in NEMIS after reviewing each request for 
commitment for appropriateness, correct account coding, and 
availability of funds. 

D-3 
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56. Ensure timely analysis, reconciliation, and, to the extent possible, 
finalization of all financial transactions and financial reports. D-3   

57. Adhere to OCFO protocols while providing necessary funds to 
achieve incident objectives in a timely manner. D-3   

58. Ensure that all funding is in conformance with federal 
appropriations law, specifically with respect to the provisions of 
the Stafford Act. 

D-3 
  

59. Ensure maintenance and preparation for transition to the Region of 
financial files in conformance with the Self-Inspection Program 
Standard Operating Procedure (2600-014). 

D-3 
  

    

Behavior/Activity: Manage the Cost Unit 

Competency: Management & Communication (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

60. Employ established internal control processes in the Cost Unit. D-3   

61. Compensate for any gaps of resource or expertise, including acting 
as a Travel or Funds Control Manager if necessary. D-3   

62. Ensure the ongoing training and professional development of all 
unit personnel. D-3   

63. Ensure that unit staff members communicate with customers in a 
professional manner. D-3   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

65. Recognize and communicate potentially hazardous situations. D-3   

66. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

67. Verify that special precautions are taken when hazards exist. D-3   

68. Use personal protective equipment (PPE) when issued. D-3   
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69. Safeguard property and equipment. D-3   

70. Provide current information for the call-down roster. D-3   

71. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

73. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

74. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

76. Explain how the unit’s assignments fit into the context of the 
bigger picture. D-3   

77. Establish work assignments and set priorities. D-3   
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78. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

79. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

80. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

81. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

82. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

83. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

84. Create a work environment that provides mutual respect and equal 
opportunity for all Unit personnel. D-3   

85. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

86. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

87. Negotiate the time of transition. I   

88. Provide for adequate overlap to ensure efficient transfer of duties. I   

89. Brief replacement on current situation. I   

90. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 
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91. Ensure that an effective transition of duties is accomplished. I   

92. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

93. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

94. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

95. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

96. Obtain performance appraisal from supervisor. I   

97. Report to the Training Unit upon completion of training 
assignment. I   

98. Make return travel arrangements. I   

99. Prepare the final travel voucher. I   

100. Return accountable property to the Accountable Property Office 
(APO). I   

101. Submit final timesheet, appraisal form, and travel voucher. I   

102. Check out with the Automated Deployment Database (ADD). I   

103. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Cost Unit Leader (COST) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

 Cost Unit Leader (COST) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Cost Unit Leader (COST) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Funds Control Manager (FCMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment: E   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment: I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   
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13. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

14. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

15. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

16. Make any organizational adjustments if necessary. D-3   

17. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

18. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

20. Use common terminology. I   

21. Maintain appropriate span of control. I   

22. Maintain unity of command. I   
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Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Attend scheduled briefings as required. D-3   

24. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

25. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

26. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

28. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 
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29. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

30. Share current information with co-workers and immediate 
supervisor. D-3   

31. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

33. Hold personnel accountable for the execution of assigned tasks. D-3   

34. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

35. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

36. Request additional resources or release surplus resources. D-3   

37. Address logistical problems that subordinates report. D-3   

38. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

39. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

40. Ensure that work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

41. Keep assigned personnel informed of changes. D-3   
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42. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

43. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Communicate with appropriate elements involved in the FEMA financial management 
process 

Competency: Management & Communication (T1); Establish & Maintain Internal Controls (T2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Ensure communication with incident personnel involved in the 
financial management process. D-3   

• Logistics 
• Procurement 
• Purchase/fleet card-holders 
• Program staff 

   

45. Ensure communication with regional or HQ personnel involved in 
the financial management process, as directed. D-3   

• Regional Financial Management Specialist or point of contact 
• Office of the Chief Financial Officer (OCFO) and FEMA Finance 

Division 
• Project officers, Contracting Officer’s Technical Representative 

(COTR), and Contracting Officers 

   

    

Behavior/Activity: Oversee transactions in financial management processing systems 

Competency: Management & Communication (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Demonstrate a comprehensive understanding of the federal funding 
processes and the FEMA financial management process through 
the supervision, review, and completion of transactions. 

D-3 
  

• Request for the allocation of funds 
• Request for services or supplies 
• Request for commitment for services or supplies 
• Obligating transactions 
• Researching or reconciling payments 
• Recommending corrective actions 
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47. Demonstrate a comprehensive understanding of the FEMA 
Accounting Classification Coding System’s Budget Object Codes 
(BOCs) through oversight of the specialist’s actions and correcting 
the BOCs, if necessary. 

D-3 
  

48. Demonstrate a comprehensive understanding of the enterprise 
Coordination and Approvals Processing System (eCAPS) through 
oversight of the specialist’s actions in processing documents. 

D-3 
  

49. Demonstrate a comprehensive understanding of the National 
Emergency Management Information System (NEMIS) through 
oversight of the specialist’s actions in processing transactions. 

D-3 
  

50. Demonstrate a comprehensive understanding of the Integrated 
Financial Management Information System (IFMIS) through 
oversight of the specialist’s actions in processing transactions and 
running reports. 

D-3 
  

    

Behavior/Activity: Oversee performance of financial management activities 

Competency: Management & Communication (T1); Establish & Maintain Internal Controls (T2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Oversee the specialists’ review of financial information and reports 
and resolve issues. D-3   

• Available allocation balances, including redistributing dollars as 
necessary 

• Open commitments 
• Individual Assistance Housing and Other Needs Assistance (HONA) 

available obligations 

   

52. Review the request for allocation advice worksheets (RAAWS). D-3   

53. Ensure all non-HQ-generated procurement actions are obligated in 
30 days or less. D-3   

54. Ensure all HQ-generated procurement actions are obligated or 
escalated to the Finance/Admin Section Chief in 30 days or less. D-3   

55. Oversee the obligation of transactions in IFMIS. D-3   

• Travel authorizations 
• Purchase/fleet cards 
• Non-Protrac commitments 

   

56. Oversee coordination by the specialists with Procurement. D-3   

• Ensure information in vendor account is accurate and complete 
• Resolve any IFMIS Protrac synchronization errors 
• Ensure completed contracts are closed 

   



FUNDS CONTROL MANAGER (FCMG) 21 November 2011, Revised 

12 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

57. Reconcile the availability of funds on the travel authorization and 
make recommendations for additional funding. D-3   

58. Review maintenance and preparation for transition to the Region 
of financial files in conformance with the Self-Inspection Program 
Standard Operating Procedure (2600-014). 

D-3 
  

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

59. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

60. Recognize and communicate potentially hazardous situations. D-3   

61. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

62. Verify that special precautions are taken when hazards exist. D-3   

63. Use personal protective equipment (PPE) when issued. D-3   

64. Safeguard property and equipment. D-3   

65. Provide current information for the call-down roster. D-3   

66. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

68. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

69. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

71. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

72. Establish work assignments and set priorities. D-3   

73. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

74. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

75. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

76. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

77. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

78. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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79. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

80. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

81. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Negotiate the time of transition. I   

83. Provide for adequate overlap to ensure efficient transfer of duties. I   

84. Brief replacement on current situation. I   

85. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

86. Ensure that an effective transition of duties is accomplished. I   

87. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

89. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

90. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Obtain performance appraisal from supervisor. I   

92. Report to the Training Unit upon completion of training 
assignment. I   

93. Make return travel arrangements. I   

94. Prepare the final travel voucher. I   

95. Return accountable property to the Accountable Property Office 
(APO). I   

96. Submit final timesheet, appraisal form, and travel voucher. I   

97. Check out with the Automated Deployment Database (ADD). I   

98. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

 Funds Control Manager (FCMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

 Funds Control Manager (FCMG) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Funds Control Manager (FCMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Funds Control Specialist (FCSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment: E   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment: I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

    

Behavior/Activity: Communicate with appropriate elements involved in the FEMA financial management 
process 

Competency: Management & Communication (T); Establish & Maintain Internal Controls (T2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Maintain routine communication with incident personnel involved 
in the financial management process D-3   

• Logistics 
• Procurement 
• Purchase/fleet card-holders 
• Program staff 

   

15. Establish communication with regional or HQ personnel involved 
in the financial management process, as directed. D-3   

• Regional Financial Management specialist or point of contact 
• Office of the Chief Financial Officer (OCFO) and FEMA Finance 

Division 
• Project officers, Contracting Officer’s Technical Representative 

(COTR), and Contracting Officers 
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Behavior/Activity: Execute transactions in the financial management processing systems 

Competency: Management & Communication (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate an understanding of the federal funding processes and 
the FEMA financial management process through reviewing and 
completing transactions. 

D-3 
  

• Request for the allocation of funds 
• Request for services or supplies 
• Request for commitment for services or supplies 
• Obligating transactions 
• Researching or reconciling payments 
• Recommending corrective actions 

   

17. Demonstrate an understanding of the FEMA Accounting 
Classification Coding System’s Budget Object Codes (BOCs) 
through monitoring and correcting the BOCs, if necessary. 

D-3 
  

18. Demonstrate an understanding of the enterprise Coordination and 
Approvals Processing System (eCAPS) through correctly 
processing, or assisting in processing, documents. 

D-3 
  

19. Demonstrate an understanding of the National Emergency 
Management Information System (NEMIS) through correctly 
processing transactions. 

D-3 
  

20. Demonstrate an understanding of the Integrated Financial 
Management Information System (IFMIS) by correctly processing 
transactions and running reports. 

D-3 
  

    

Behavior/Activity: Perform financial management activities 

Competency: Management & Communication (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Monitor and review financial information and reports and make 
recommendations for the resolution of issues. D-3   

• Available allocation balances, including redistributing dollars as 
necessary 

• Open commitments 
• Obligations available in Individual Assistance Housing and Other 

Needs Assistance (HONA) 

   

22. Initiate request for allocation advice worksheets (RAAWS). D-3   

23. Coordinate all non-HQ-generated procurement actions so that the 
obligation is completed in 30 days or less. D-3   
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24. Coordinate all HQ-generated procurement actions so that the 
obligation is completed or documented and escalated through the 
Finance/Admin Section Chief in 30 days or less. 

D-3 
  

25. Obligate transactions in IFMIS. D-3   

• Travel authorizations 
• Purchase/fleet cards 
• Non-Protrac commitments 

   

26. Coordinate with Procurement. D-3   

• Ensure information in vendor account is accurate and complete 
• Resolve any IFMIS Protrac synchronization errors 
• Ensure completed contracts are closed 

   

27. Reconcile the availability of funds on the travel authorization and 
make recommendations for additional funding. D-3   

28. Monitor payroll expenditures for negative allocation balances and 
make recommendations for allocation when warranted. D-3   

29. Monitor eCAPS for pending commitments and mission assignment 
requests and make recommendations for allocation when 
warranted. 

D-3 
  

30. Monitor financial reports to identify non-obligated expenditures 
and make recommendations for allocation when warranted. D-3   

    

Behavior/Activity: Prepare or assist in the preparation of financial reports 

Competency: Management & Communication (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Assist in the preparation of the disaster projection report (DPR). D-3   

32. Prepare the Federal Coordinating Officer (FCO) report. D-3   

33. Prepare Finance/Admin Section input to the Planning Section 
situation report. D-3   

34. Prepare ad hoc reports. D-3   

35. Update the HONA burn rate report. D-3   

36. Generate IFMIS reports. D-3   
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Behavior/Activity: Establish and maintain financial files 

Competency: Management & Communication (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Prepare and maintain files in conformance with the Self-Inspection 
Program Standard Operating Procedure (2600-014). D-3   

38. Transition the files to the Region in conformance with the Self-
Inspection Program Standard Operating Procedure (2600-014) at 
the close of the Joint Field Office (JFO). 

D-3 
  

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

40. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

41. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

42. Share current information with co-workers and immediate 
supervisor. D-3   
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43. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

45. Advise co-workers of potentially hazardous situations where 
appropriate. I   

46. Use personal protective equipment (PPE) when issued. I   

47. Safeguard property and equipment. I   

48. Provide current information for the call-down roster. I   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

50. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

51. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Obtain the time of transition from immediate supervisor. I   

53. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

54. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Obtain performance appraisal from supervisor. I   

56. Report to the Training Unit upon completion of training 
assignment. I   

57. Make return travel arrangements. I   

58. Prepare the final travel voucher. I   

59. Return accountable property to the Accountable Property Office 
(APO). I   

60. Submit final timesheet, appraisal form, and travel voucher. I   

61. Check out with the Automated Deployment Database (ADD). I   

62. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Funds Control Specialist (FCSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

 Funds Control Specialist (FCSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Funds Control Specialist (FCSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Travel Manager (TVMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment: E   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment: I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    
Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 

your assignment 
Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    
Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 

supervisor’s direction 
Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

13. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 
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14. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

15. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

16. Make any organizational adjustments if necessary. D-3   

17. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

18. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Understand, use and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

20. Use common terminology. I   

21. Maintain appropriate span of control. I   

22. Maintain unity of command. I   
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Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Attend scheduled briefings as required. D-3   

24. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

25. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

26. Brief immediate supervisor on results of debriefings. D-3   

 

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

28. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 
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29. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

30. Share current information with co-workers and immediate 
supervisor. D-3   

31. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

33. Hold personnel accountable for the execution of assigned tasks. D-3   

34. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

35. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

36. Request additional resources or release surplus resources. D-3   

37. Address logistical problems that subordinates report. D-3   

38. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

39. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

40. Ensure that work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

41. Keep assigned personnel informed of changes. D-3   
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42. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

43. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

45. Recognize and communicate potentially hazardous situations. D-3   

46. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

47. Verify that special precautions are taken when hazards exist. D-3   

48. Use personal protective equipment (PPE) when issued. D-3   

49. Safeguard property and equipment. D-3   

50. Provide current information for the call-down roster. D-3   

51. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Communicate with travel personnel and travelers 

Competency: Management & Communication (T1); Establish & Maintain Internal Controls (T2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Ensure communication with FEMA HQ and regional elements 
involved in the travel process, such as the following: D-3   

• Travel specialists 
• Travel Payment Center 
• Regional Travel Specialist 
• Office of the Chief Financial Officer (OCFO) Travel Policy section 

   

53. Ensure the availability of travel services to all deployed personnel. D-3   
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Behavior/Activity: Correctly interpret and apply Federal Travel Regulations and FEMA travel policies 

Competency: Management & Communication (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Oversee travel specialists in the preparation of travel vouchers in 
conformance with appropriate regulations such as the following: D-3   

• Federal Travel Regulations 
• FEMA travel policies 
• Chief Financial Officer (CFO) bulletins 

   

55. Execute quality assurance process on all travel vouchers. D-3   

56. Demonstrate, through the advice given to travelers and travel 
specialists, a comprehensive understanding of the Federal Travel 
Regulations and FEMA travel policies. 

D-3 
  

57. Answer questions correctly from incident staff about travel policies 
and procedures. D-3   

58. Investigate and resolve complex or questionable travel 
voucher/expense report issues that cannot be resolved by travel 
specialists in a timely manner. 

D-3 
  

59. Escalate unresolved travel issues to immediate supervisor. D-3   

    

Behavior/Activity: Supervise travel operations 

Competency: Management & Communication (T1); Establish & Maintain Internal Controls (T2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

60. Assign tasks and establish priorities for travel specialists to balance 
the workload. D-3   

61. Reconcile current and pending travel expenditures to the available 
obligation balance. D-3   

62. Make recommendations, based on the reconciliation of travel 
expenditures, for additional funding. D-3   

63. Review the travel authorization (TA) and amendments. D-3   

64. Oversee the preparation and distribution of documents, forms and 
procedures necessary to prepare travel vouchers/expense reports. D-3   

65. Ensure the establishment and maintenance of the authorized 
travelers list. D-3   

66. Ensure the verification of the vendor file/traveler profile. D-3   
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67. Oversee the preparation of travel-related waivers and forward to 
the OCFO as required. D-3   

68. Oversee the process for the travel voucher/expense report batch 
logs. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

69. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

70. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

71. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

73. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   
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74. Establish work assignments and set priorities. D-3   

75. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

76. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

77. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

78. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

79. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

80. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

81. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

82. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

83. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Negotiate the time of transition. I   

85. Provide for adequate overlap to ensure efficient transfer of duties. I   

86. Brief replacement on current situation. I   
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87. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

88. Ensure that an effective transition of duties is accomplished. I   

89. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

90. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

91. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

92. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

93. Obtain performance appraisal from supervisor. I   

94. Report to the Training Unit upon completion of training 
assignment. I   

95. Make return travel arrangements. I   

96. Prepare the final travel voucher. I   

97. Return accountable property to the Accountable Property Office 
(APO). I   

98. Submit final timesheet, appraisal form, and travel voucher. I   

99. Check out with the Automated Deployment Database (ADD). I   

100. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Travel Manager (TVMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

 Travel Manager (TVMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Travel Manager (TVMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Travel Specialist (TVSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment: E   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment: I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

    

Behavior/Activity: Communicate with travel personnel and travelers 

Competency: Management & Communication (T1); Establish & Maintain Internal Controls (T2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Maintain routine communication with FEMA HQ and regional 
elements involved in the travel process, such as the following: D-3   

• Travel Payment Center 
• Regional Travel Specialist 
• Office of the Chief Financial Officer (OCFO) Travel Policy section 

   

15. Maintain the availability of travel services to all deployed 
personnel. D-3   

    

Behavior/Activity: Correctly interpret and apply Federal Travel Regulations and FEMA travel policies 

Competency: Management & Communication (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Assist travelers to prepare travel vouchers in conformance with 
appropriate regulations such as the following: D-3   

• Federal Travel Regulations 
• FEMA travel policies 
• Chief Financial Officer (CFO) bulletins 

   

17. Correct all errors on travel vouchers identified in the quality 
assurance process. D-3   
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18. Demonstrate, through the advice given to travelers, an 
understanding of the Federal Travel Regulations and FEMA travel 
policies. 

D-3 
  

19. Answer questions correctly from incident staff about travel policies 
and procedures. D-3   

20. Complete routine vouchers consistently, correctly, and 
efficiently—typically in 30 minutes or less. D-3   

21. Elevate complex voucher issues that cannot be resolved to the 
immediate supervisor in a timely manner. D-3   

    

Behavior/Activity: Administer travel operations 

Competency: Management & Communication (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

22. Prepare the travel authorization (TA) and amendments, as directed. D-3   

23. Review the travel information in the administrative memo. D-3   

24. Prepare and distribute documents, forms, and procedures necessary 
to prepare travel vouchers/expense reports. D-3   

25. Establish and maintain the authorized travelers list in the 
appropriate systems by adding and removing names of personnel 
as they are deployed and/or released. 

D-3 
  

26. Verify that the vendor file/traveler profile for each authorized 
traveler is current in the appropriate systems. D-3   

27. Prepare travel-related waivers for signature, as directed. D-3   

28. Implement the travel voucher/expense report appointment 
schedule. D-3   

29. Perform a quality assurance review for travel vouchers. D-3   

30. Prepare travel voucher/expense report batch logs and ship the 
vouchers to the Payment Center. D-3   

31. Ensure all travel voucher/expense report batches are received at 
FEMA Finance Division. D-3   

32. Monitor the availability of funds on the travel authorization and 
advise immediate supervisor of the status. D-3   

  



21 November 2011, Revised TRAVEL SPECIALIST (TVSP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 9 

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

34. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

35. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

36. Share current information with co-workers and immediate 
supervisor. D-3   

37. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

39. Advise co-workers of potentially hazardous situations where 
appropriate. I   
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40. Use personal protective equipment (PPE) when issued. I   

41. Safeguard property and equipment. I   

42. Provide current information for the call-down roster. I   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

44. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

45. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Obtain the time of transition from immediate supervisor. I   

47. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

48. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Obtain performance appraisal from supervisor. I   

50. Report to the Training Unit upon completion of training 
assignment. I   

51. Make return travel arrangements. I   

52. Prepare the final travel voucher. I   

53. Return accountable property to the Accountable Property Office 
(APO). I   

54. Submit final timesheet, appraisal form, and travel voucher. I   

55. Check out with the Automated Deployment Database (ADD). I   

56. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

 Travel Specialist (TVSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

 Travel Specialist (TVSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 



TRAVEL SPECIALIST (TVSP) 21 November 2011, Revised 

16 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Travel Specialist (TVSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Administrative Specialist (ADSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

12. Advise co-workers of potentially hazardous situations where 
appropriate. I   

13. Use personal protective equipment (PPE) when issued. I   

14. Safeguard property and equipment. I   

15. Provide current information for the call-down roster. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

17. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

18. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

19. Share current information with co-workers and immediate 
supervisor. D-3   

20. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

22. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

23. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Gather, review, and organize disaster-related information for analysis and decision 
making 

Competency: Analysis/Reasoning (C2); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend and participate in internal and external meetings, as 
assigned. D-3   

25. Obtain and distribute information from Joint Field Office 
Operations documents (e.g., Administrative Memo, Time and 
Attendance procedures, Logistics procedures). 

D-3 
  

    

Behavior/Activity: Communicate HM program information 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Share program information and issues across the HM Branch to 
support the HM Strategy. D-3   

27. Communicate with internal partners (e.g., Individual Assistance, 
Public Assistance, Small Business Administration). D-3   

28. Provide input for Incident Action Plan through the Operational 
Planning Worksheet (ICS 215). D-3   
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Behavior/Activity: Establish administrative procedures for HM branch 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Develop and maintain master file for official HM Branch 
documents (e.g., personnel data on performance appraisal forms, 
contact list, calendar, personnel rotation schedule). 

D-3 
  

30. Establish routine office procedures and policies (e.g., provide 
telephone and receptionist services; locate/assemble information 
for reports, briefings, conferences; route incoming publications, 
regulations, and directives), and recommend modifications as 
needed. 

D-3 

  

    

Behavior/Activity: Perform administrative procedures for HM branch 

Competency: Attention to Detail (C3); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Prepare outgoing official correspondence and reports (e.g., attend 
to format, grammar, punctuation, typographical errors). D-3   

32. Preserve confidential personnel records and information. D-3   

33. Alert management to office issues. D-3   

34. Prepare meeting notes for distribution. D-3   

35. Compile list of relevant Federal, State, Tribal, and local HM points 
of contact. D-3   

36. Respond to inquiries from internal and external partners in a timely 
manner with accurate information. D-3   

37. Process deployment actions with Finance & Administration 
section. D-3   

38. Coordinate check-in/check-out procedures for staff. D-3   

39. Perform timesheet coordination duties (e.g., collect timesheets and 
review for accuracy; coordinate with staff to correct errors and/or 
omissions). 

D-3 
  

40. Coordinate and schedule branch meeting locations. D-3   

41. Provide logistics support. D-3   
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Behavior/Activity: Provide HM program support to branch operations 

Competency: Customer Focus (C6); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Collect and maintain program specific data (e.g., Disaster 
Recovery Center locations and schedules, Applicant Briefing 
Schedule, grant tracking documents) for reports. 

D-3 
  

43. Prepare, organize and manage project files (e.g., Hazard Mitigation 
Grant Program grant applications, HM Planning updates). D-3   

44. Enter HM program data into FEMA systems (e.g., National 
Emergency Management Information System, ADD, e-Grants). D-3   

45. Maintain awareness of the administrative processes within each of 
the HM Branch functional areas. D-3   

46. Provide administrative support to a specific HM Branch functional 
area (HM Branch Management, Floodplain Management, 
Insurance, HM Grants, HM Planning, Hazards and Performance 
Analysis, or Community Education and Outreach). 

D-3 
  

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Obtain the time of transition from immediate supervisor. I   

48. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

49. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Obtain performance appraisal from supervisor. I   

51. Report to the Training Unit upon completion of training 
assignment. I   

52. Make return travel arrangements. I   

53. Prepare the final travel voucher. I   

54. Return accountable property to the Accountable Property Office 
(APO). I   

55. Submit final timesheet, appraisal form, and travel voucher. I   

56. Check out with the Automated Deployment Database (ADD). I   

57. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Administrative Specialist (ADSP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Administrative Specialist (ADSP) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Administrative Specialist (ADSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM CEO Specialist (CESP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   



HM CEO SPECIALIST (CESP) 21 November 2011, Revised 

6 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

12. Advise co-workers of potentially hazardous situations where 
appropriate. I   

13. Use personal protective equipment (PPE) when issued. I   

14. Safeguard property and equipment. I   

15. Provide current information for the call-down roster. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

17. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

18. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

19. Share current information with co-workers and immediate 
supervisor. D-3   

20. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   
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22. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

23. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Gather, review, and organize disaster-related information for analysis and decision 
making 

Competency: Analysis/Reasoning (C2); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend and participate in internal and external meetings, as 
assigned. D-3   

25. Obtain and review Federal Coordinating Officer (FCO) operational 
priorities and State/FEMA Hazard Mitigation Strategy from 
immediate supervisor. 

D-3 
  

26. Coordinate with immediate supervisor to identify State and local 
hazard mitigation priorities. D-3   

27. Obtain and review incident data collected to identify targeted areas 
for potential mitigation opportunities. D-3   

28. Obtain and review Incident Action Plan (IAP) and Disaster 
Situation Reports from immediate supervisor for current Incident 
Period. 

D-3 
  

29. Collect mitigation-specific disaster data to support HM 
Community Education and Outreach (CEO) Group operations. D-3   

30. Gather data and provide input for documenting best practices or 
lessons learned for the current disaster areas/locations for potential 
CEO opportunities. 

D-3 
  

31. Monitor Federal, State, local, and private- and academic-sector 
venues to include fairs, community events, conventions, and trade 
shows to identify CEO opportunities. 

D-3 
  

32. Identify target audience(s) for specific CEO activities. D-3   

33. Verify the accuracy and integrity of information entered into 
relevant databases, management systems, and records. D-3   
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34. In consultation with Region and State, identify past mitigation 
projects, products, and initiatives that may be useful for the current 
disaster. 

D-3 
  

35. Capture and submit pertinent situational information (e.g., 
significant mitigation needs, road closures, logistics, local public 
health issues, trends, rumors, other issues, Disaster Recovery 
Center (DRC) daily applicant counts) to immediate supervisor. 

D-3 
  

    

Behavior/Activity: Communicate HM program information 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Share programmatic information across the HM Branch to support 
the HM Strategy. D-3   

37. Communicate with internal partners (e.g., External Affairs (EA), 
Individual Assistance (IA), Public Assistance (PA), Small 
Business Administration). 

D-3 
  

38. Produce programmatic information and communicate with external 
audiences (e.g., professional organizations, private and nonprofit 
entities, public). 

D-3 
  

39. Present HM CEO information in public forums and to the media. D-3   

40. Market mitigation through developed products and initiatives. D-3   

41. Distribute HM recovery and rebuilding information, including 
National Flood Insurance Program (NFIP), to disaster-affected 
communities (e.g., fliers, publications, videos, statistics, public 
service announcements, insurance availability). 

D-3 
  

42. Use customer service techniques (e.g., active listening, empathy, 
compassion) to communicate mitigation information to the public. D-3   

43. Provide input for IAP through the Operational Planning Worksheet 
(ICS 215). D-3   
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Behavior/Activity: Establish and maintain effective working relationships 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Establish and cultivate partnerships (e.g., HM Branch, FEMA, EA, 
IA, PA, Logistics) regarding mitigation activities and 
opportunities, as assigned by immediate supervisor. 

D-3 
  

45. Coordinate with community outreach programs (e.g., NFIP, 
Hazard Mitigation Grant Program (HMGP), Community Relations 
(CR), IA, PA), as directed by immediate supervisor. 

D-3 
  

46. Serve as liaison between CEO and other functional areas (e.g., 
External Affairs, other mitigation areas) in the Joint Field Office 
(JFO) as assigned. 

D-3 
  

    

Behavior/Activity: Advise and guide on HM program concepts, rules, regulations, and processes 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14); Advance Mitigation Programs 
(T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Provide basic CEO technical assistance to internal and external 
stakeholders in the JFO. D-3   

48. Serve as subject matter specialist on behalf of the Group on issues 
or problems, as assigned by immediate supervisor. D-3   

49. Provide advice and input to other HM program area Specialists, 
including HMGP/Planning, Hazards and Performance Analysis 
(HPA), and NFIP, as directed by the immediate supervisor. 

D-3 
  

    

Behavior/Activity: Analyze program-related data to make recommendations and identify problems 

Competency: Communication-Verbal (C4); Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Conduct trend analysis for current disaster. D-3   

51. Identify education and outreach gaps that can be addressed by 
CEO activities. D-3   

52. Brainstorm and develop creative ideas that address trends specific 
to the current disaster. D-3   
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53. Identify opportunities to enhance and/or support other 
programmatic efforts. D-3   

54. Identify topics that need to be clarified for the public due to 
lacking or conflicting information. D-3   

    

Behavior/Activity: Implement the HM CEO processes 

Competency: Knowledge of Program & Technical Protocols (C15); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Consult program regulations and FEMA policies concerning 
Hazard Mitigation (e.g., 44 Code of Federal Regulations (CFR), 
HM functional/program policy documents, HM guidance 
documents). 

D-3 
  

56. Respond to inquiries from internal and external partners in a timely 
manner with accurate information. D-3   

57. Perform administrative duties (e.g., records keeping, historical 
reviews, demographic research, writing), as assigned by immediate 
supervisor. 

D-3 
  

58. Assist with the preparation, revision, and review of the CEO 
Strategy. D-3   

59. Respond to requests from other departments such as EA, and as 
directed by the CEO Crew Leader, and coordinate for resolution of 
any issues related to those requests. 

D-3 
  

60. Develop justification and scope of work for proposed CEO 
activities and initiatives. D-3   

61. Implement logistical requirements for the setup and 
implementation of CEO public outreach activities (e.g., space and 
equipment requirements, publications). 

D-3 
  

62. Keep accurate records of activities. D-3   

63. Obtain necessary approval for final projects and activities and 
ensure that completed projects and activities remain within the 
approved scope of work. 

D-3 
  

64. Redirect applicant questions and concerns to specific points of 
contact when information is needed. D-3   

65. Coordinate with CEO Crew Leaders to ensure consistency of 
messaging. D-3   

66. Coordinate with appropriate staff to obtain or ensure the 
availability of materials for the workshops, briefings, and technical 
assistance outreach. 

D-3 
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Behavior/Activity: Demonstrate capability to use applicable systems, tools, and equipment 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Access and use FEMA technology tools and systems (e.g., 
Mitigation Advisor Support Tool (MAST), NFIP programs). D-3   

68. Use digital camera, and label and catalog pictures. D-3   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

69. Obtain the time of transition from immediate supervisor. I   

70. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

71. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Obtain performance appraisal from supervisor. I   

73. Report to the Training Unit upon completion of training 
assignment. I   

74. Make return travel arrangements. I   

75. Prepare the final travel voucher. I   
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HM Advisor Specialty    

Behavior/Activity: Advise and guide customers/clients on mitigation techniques 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain relevant DRC operational information disaster information 
and characteristics about the local area from the IA DRC Manager 
and the HM CEO Crew Leader. 

D-3 
  

2. Obtain 1-800 Insurance Hotline number to support the delivery of 
the NFIP, and inform applicants about the availability of flood 
insurance and other insurance information. 

D-3 
  

3. Set up Mitigation Station and utilize displays, models, signage, and 
multimedia equipment as available to illustrate mitigation 
techniques. 

D-3 
  

4. Obtain and confirm accuracy (most current) of DRC/Outreach 
publications packet contents, including language needs, with CEO 
Crew Leader/DRC Coordinator. 

D-3 
  

5. Identify any need for translators for HM staff. D-3   

6. During applicant interviews identify and transmit Best Practices 
and Case Study leads to the HM CEO Crew Leader. D-3   

7. Advise individuals and businesses on hazard mitigation, promoting 
rebuilding techniques and measures. D-3   

8. Maintain a log of applicant interactions, record common themes 
and potential emerging issues, and forward daily to Crew Leader. D-3   
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Building Trades Specialty    

Behavior/Activity: Advise on building trades 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Research, understand, and implement local area building codes, 
construction standards and zoning rules/regulations, land use 
planning and development appropriate for current hazard 
consequences. 

D-3 
  

2. Provide expertise to clients at the DRC, and appropriate JFO field 
staff for the development and implementation of CEO building 
trades outreach in support of HM strategies, outreach activities, 
and messaging, as directed by Crew Leader. 

D-3 
  

3. Apply knowledge of all aspects of building trades, codes, and 
standards associated with materials, products, and building 
methods recommended in the post-disaster mitigation rebuilding 
process. 

D-3 
  

4. Identify and distribute appropriate Technical Bulletins to clients 
for self-help mitigation projects and activities for home owners and 
business owners. 

D-3 
  

5. Implement education and outreach activities to develop 
understanding and promote building trades concepts and goals, as 
directed by Crew Leader (e.g., floodplain management principles, 
mitigation actions, flood insurance), in support of the FEMA-State 
mitigation goals at building supply centers, large venue sites, home 
shows, and fairs. 

D-3 

  

6. Apply knowledge of all aspects of building trades, codes, and 
standards associated with materials, products, and building 
methods recommended in the post-disaster mitigation rebuilding 
process. 

D-3 
  

7. Use FEMA HQ Building Science technical assistance for 
construction and building trades issues and techniques for 
consultation with local applicants. 

D-3 
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Education and Outreach Specialty    

Behavior/Activity: Implement education and outreach activities 

Competency: Knowledge of Program & Technical Protocols (C15); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Implement the disaster-specific community-based education and 
outreach plan based on diversity and demographic characteristics 
in support of FEMA/State mitigation goals and objectives. 

D-3 
  

2. Implement CEO educational and academic special initiatives, as 
directed by Crew Leader (e.g., research/analyze client and 
community needs; partner with institutions to leverage messaging 
opportunities). 

D-3 
  

3. Implement educational strategies to achieve maximum community 
impact in adopting damage prevention policy and measures 
consistent with State and local mitigation plans and current disaster 
HM Strategy. 

D-3 
  

4. Monitor essential media, local newspapers, television, radio, and 
Internet to identify topics and trends where there is insufficient or 
conflicting information that needs to be clarified for the public, and 
follow established protocol to coordinate with External Affairs. 

D-3 
  

5. Monitor State and local fairs, community events, conventions, and 
trade shows to identify CEO opportunities; report to the Crew 
Leader. 

D-3 
  

6. Work with the other CEO Crews and Demographics to identify 
target audiences for the innovative design and promotion of 
mitigation techniques and programs in highly visible and large 
venue forums. 

D-3 
  

7. Use broad scope delivery opportunities to market mitigation in the 
form of displays, publications, mixed media, social networking, 
signage, presentations, and exhibits, and manage logistics of 
physical setups, as directed by Crew Leader. 

D-3 
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Demographics Specialty    

Behavior/Activity: Provide demographic technical assistance 

Competency: Analysis/Reasoning (C2); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Identify projected activities requiring demographic considerations 
by communicating with Mitigation Crew Leaders. D-3   

2. Provide information about foreign language, cultural, special 
populations, migrant populations, tribal, and other needs to the HM 
CEO Crew Leader. 

D-3 
  

3. Gather demographic information from relevant sources (e.g., 
Planning Section/Geographic Information System (GIS), Census 
database, Community Relations, External Affairs, Equal Rights 
Office, State and local resources, Internet). 

D-3 
  

4. In coordination with the HM Data Integration Specialist, develop 
and/or use available database and/or clearinghouse for data 
storage, analysis, and reporting capabilities. 

D-3 
  

5. Use current research methodologies to acquire data not available in 
the JFO (e.g., academia, private web sources, local and State 
research). 

D-3 
  

6. Obtain data from HM field reports (e.g., Mitigation Outreach 
Tracking Logs/Mitigation Advisor Support Tool (MAST) on 
demographic issues. 

D-3 
  

7. Verify that all available data are compiled in database. D-3   

8. Analyze information to provide recommendations to Crew Leader 
for programmatic and operational adjustments. D-3   
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DRC Coordination Specialty    

Behavior/Activity: Coordinate CEO DRC activities 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1)  

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Research and assemble the information on DRC locations and 
opening and closing schedules. D-3   

2. Ensure DRC is staffed appropriately (for anticipated workload) 
with qualified Advisors and other CEO specialists. D-3   

3. Implement educational strategies to achieve maximum community 
impact in adopting damage prevention policy and measures 
consistent with State and local mitigation plans and current disaster 
Mitigation Strategy. 

D-3 
  

4. Coordinate with other Federal, State, Local, and Tribal DRC 
functions and agencies. D-3   

5. Identify and track any significant issues or items from DRC 
Mitigation staff interactions with clients (e.g., language issues, 
trends, rumors). 

D-3 
  

6. Coordinate with the CEO DRC Coordination Crew Leader for 
logistical resource needs. D-3   

7. Collect/compile daily HM DRC Advisor tracking logs (e.g., 
MAST), or utilize database as applicable, to support programmatic 
and operational adjustments. 

D-3 
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Product Development Specialty    

Behavior/Activity: Develop products for HM branch 

Competency: Customer Focus (C6); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Design, produce, and deliver disaster- and site-specific, 
community-based education and outreach materials, in accordance 
with DHS/FEMA design standards, as directed by Crew Leader. 

D-3 
  

2. Draft products and coordinate with the other CEO Specialists to 
produce drafts and final products. D-3   

3. Capitalize on existing materials in development of new products. D-3   

4. Gather supporting materials (e.g., photos, art work, narratives). D-3   

5. Coordinate with HM CEO Specialist (Media Production specialty) 
to facilitate use of mixed media, web sites, and/or social media via 
appropriate design applications and appropriate product 
development. 

D-3 
  

6. Coordinate with HM Writer for content, editing and review of all 
written text. D-3   

7. Coordinate with HM CEO Crew Leader regarding foreign 
language needs. D-3   
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Best Practice Specialty    

Behavior/Activity: Implement HM best practices activities 

Competency: Knowledge of Program & Technical Protocols (C15); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Identify, investigate, and document mitigation Best Practices and 
Case Studies using FEMA guidance, publications, and protocols. D-3   

2. Follow established protocol to coordinate Best Practices 
development with External Affairs and HPA to ensure technical 
and regulatory accuracy. 

D-3 
  

3. Use FEMA Publication, "Communication Strategy for Mitigation 
Best Practices and Case Studies," as a template/model for the 
development of mitigation best practices. 

D-3 
  

4. Collect leads for mitigation Best Practices . D-3   

5. Gather information (e.g., testimonials) from individual 
homeowners, businesses, agricultural activities, State, county, city, 
local, and other Federal officials. 

D-3 
  

6. Obtain signed release and consent forms for all involved subjects 
(e.g., interviewed or photographed persons). D-3   

7. Conduct interviews and work with the HM HPA Specialist to 
verify data and information used for Best Practice stories. D-3   

8. Circulate Best Practices for technical and content review and 
approval by State, local and FEMA staff. D-3   

9. Forward Best Practices to Education and Outreach Crew Leader 
for publication and dissemination. D-3   

10. Forward approved Best Practices for upload to national database, 
FEMA Weekly, The Mitigator, and HQ FEMA R&DS. D-3   
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Writer Specialty    

Behavior/Activity: Provide writing services for HM branch 

Competency: Interpersonal Skills (C14); Knowledge of Program & Technical Protocols (C15); 
Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Research story leads, organize and interpret technical information, 
and write and edit material used for publications produced by the 
HM Branch following DHS/FEMA guidelines and Associated 
Press style guide. 

D-3 
  

2. Support HM Branch on writing special projects. D-3   

3. Follow established protocol to work with External Affairs staff to 
ensure that the Mitigation message meets the standards set by the 
FCO. 

D-3 
  

4. Coordinate product reviews, editing, revisions, information/facts 
verification, approval, and final submittal to CEO Crew Leader. D-3   

5. Coordinate with CEO Specialist (Demographics) and HPA to 
verify technical data and demographic scope to be used in HM 
publications. 

D-3 
  

6. Coordinate with HM CEO Specialist (Media Production and 
Product Development) to produce collateral materials for the HM 
Branch, including Best Practices and Case Studies. 

D-3 
  

7. Using source material from technical analyses and reports (e.g., 
from HPA), generate effective written reports for use by non-
technical audiences. 

D-3 
  

8. Using source material from technical analyses and reports, 
generate effective oral presentations (with visual aids as 
appropriate) for use by non-technical audiences. 

D-3 
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Media Production Specialty    

Behavior/Activity: Provide media production services 

Competency: Interpersonal Skills (C14); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Create and deliver disaster-specific, community-based, mixed-
media presentations and printed publications in accordance with 
DHS/FEMA design standards (e.g., presentation, photography, 
video, best practice stories, other types of mitigation promotional 
materials). 

D-3 

  

2. Maintain graphic resource library (e.g., clipart, pictures, folder, 
books, CDs); upload all finished products and their source files to 
Digital Library. 

D-3 
  

3. Follow established protocol to coordinate with External Affairs to 
effectively use current technology and multiple media (e.g., 
Facebook, Twitter, Web pages, blogs) to distribute information. 

D-3 
  

4. Research new media outlets for information and incorporate them 
in disaster operations. D-3   

5. Assess technological needs and request upgrades if necessary. D-3   

6. Obtain signed consent and release forms from all involved subjects 
(e.g., interviewed and photographed persons). D-3   

7. Coordinate with Information Technology (Communications Unit 
Leader and/or Network Specialist) to ensure that specialized 
software is removed from computers at completion of project. 

D-3 
  

8. Submit publications intended for national distribution to the FEMA 
Publications Warehouse. D-3   
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MAST Specialty    

Behavior/Activity: Coordinate mitigation advisor support tool (MAST) activities 

Competency: Information Management (C13); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Ensure DRC Advisors/CEO Specialists have appropriate access. D-3   

2. Script the template for disaster specific issues, hazards, messages, 
and priorities. D-3   

3. Monitor the traffic for rumors, trends, and political sensitivities 
from areas to assess need for proactive messaging to deliver 
correct information. 

D-3 
  

4. Conduct MAST training. D-3   

5. Maintain a daily log (MAST) of applicant interactions, record 
common themes and potential emerging issues, and forward daily 
to immediate supervisor. 

D-3 
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Speaker’s Bureau Specialty    

Behavior/Activity: Coordinate CEO Speaker's Bureau activities 

Competency: Knowledge of Program & Technical Protocols (C15); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. In coordination with the HM Management Specialist (Speaker's 
Bureau), manage and coordinate all HM Branch participation in 
External Affairs Speaker’s Bureau. 

D-3 
  

2. Respond to Speaker’s Bureau request forms from External Affairs, 
received by email; identify the requesting POC and the type of 
information/presentation being requested. 

D-3 
  

3. Use HM Speaker’s Bureau Log Sheet to track requests. D-3   

4. Contact the requesting point-of-contact for additional information 
as needed (e.g., community issues, projected audience size, areas 
of particular interest). 

D-3 
  

5. Assess the issues and audience of meeting to identify appropriate 
HM representative. D-3   

6. Coordinate/consolidate after-action report from the HM speaker 
after each meeting; save report on the common drive for use in 
close out report. 

D-3 
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM CEO Specialist (CESP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM CEO Specialist (CESP) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM CEO Specialist (CESP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Education and Outreach Crew Leader (COCL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 

  



HM EDUCATION AND OUTREACH CREW LEADER (COCL) 21 November 2011, Revised 

2 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

11. Maintain appropriate span of control. I   

12. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

14. Recognize and communicate potentially hazardous situations. D-3   

15. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

16. Verify that special precautions are taken when hazards exist. D-3   

17. Use personal protective equipment (PPE) when issued. D-3   

18. Safeguard property and equipment. D-3   
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19. Provide current information for the call-down roster. D-3   

20. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

22. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

23. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

24. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

25. Make any necessary organizational adjustments. D-3   

26. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

27. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

29. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

30. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

31. Share current information with co-workers and immediate 
supervisor. D-3   

32. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Coordinate the collection, distribution, and maintenance of HM disaster-related 
information 

Competency: Manage & Organize Information (C18); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Implement the process for Crew to collect and organize data. D-3   

34. Implement the system to provide access to and share information 
with Crew members. D-3   
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35. Facilitate information sharing among Crews. D-3   

36. Work with HM Data Integration Specialist to implement the 
process for data storage and maintenance. D-3   

    

Behavior/Activity: Communicate HM programmatic information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Develop a communication strategy for addressing a hostile 
audience. D-3   

38. Provide guidance on complex Community Education and Outreach 
(CEO) issues at internal (e.g., Joint Field Office (JFO) Program 
areas) and external meetings (e.g., State and local briefings, Town 
Hall Meetings, Speaker's Bureau meetings) and briefings, as 
directed by immediate supervisor. 

D-3 

  

39. Present highly technical information for understanding and use by 
non-technical audiences. D-3   

40. Gather input from Crew for Incident Action Plan (IAP) and report 
up to immediate supervisor. D-3   

    

Behavior/Activity: Establish and maintain working relationships to ensure unity of effort 

Competency: Interpersonal Skills (C14); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Establish, cultivate, and manage internal JFO partnerships (e.g., 
External Affairs (EA), IA, Public Assistance, Logistics, 
Environmental Planning and Historic Preservation) regarding 
mitigation activities and opportunities for the purposes of 
situational awareness. 

D-3 

  

42. Work with State, Tribal, other Federal agencies, and private sector 
as appropriate. D-3   

43. Coordinate CEO goals and strategies with other HM Crew 
Leaders. D-3   

44. Promote the integration and implementation of HM CEO activities 
within Hazard Mitigation for immediate and long-term recovery 
activities. 

D-3 
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Behavior/Activity: In coordination with supervisor, develop tactical plan to implement functional objectives 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Design tactical plan for Crew to include a list of essential crew 
activities. D-3   

46. Develop Crew calendar to include events and programmatic 
milestones. D-3   

47. Develop list and plan for the resources needed to accomplish Crew 
goals and objectives. D-3   

48. Maintain a “big picture” perspective when developing and 
executing the tactical plan. D-3   

    

Behavior/Activity: Demonstrate effective supervisory practices and principles 

Competency: Leadership (C16); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Provide clear direction, assignments, and guidance to effectively 
structure and organize work activities, maximize productivity, and 
fulfill the incident objectives. 

D-3 
  

50. Keep subordinates informed of situational awareness, the context 
in which we are operating in the JFO and communities to include 
decisions, actions, and changes that affect them. 

D-3 
  

51. Communicate job-performance requirements to subordinates (e.g., 
work hour, rotation schedule, contact list). D-3   

52. Establish work assignments and set priorities. D-3   

53. Distribute work equitably and appropriately among Crew 
members. D-3   

54. Delegate specific authority based on the assigned tasks. D-3   

55. Execute signature authority for all required documents, as 
authorized. D-3   

56. Ensure all assigned personnel time records are complete, accurate 
and submitted within established timeframes. D-3   

57. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

58. Continuously evaluate and acknowledge performance. D-3   
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59. Identify and reward high performance. D-3   

60. Communicate performance deficiencies immediately and take 
corrective action. D-3   

61. Prepare and discuss incident-specific performance evaluations 
using agency approved forms with assigned personnel. D-3   

62. Complete task book assessment records and discuss the results 
with assigned personnel. D-3   

    

Behavior/Activity: Manage crew activities in support of HM strategy 

Competency: Manage Resources (C19); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Direct Crew members to carry out Education and Outreach 
objectives appropriate to the operational period. D-3   

64. Identify and address immediate, disaster-related HM Education 
and Outreach issues. D-3   

65. Communicate to supervisors and employees how ongoing 
activities of the Crew are both appropriate to the IAP and in 
support of the HM Strategy. 

D-3 
  

66. Implement technical assistance to the State, local, and Tribal 
governments, and other JFO programs in support HM Education 
and Outreach goals. 

D-3 
  

67. Assess stakeholder training needs and requests. D-3   

68. Monitor Crew activities to ensure that identified mitigation 
opportunities are implemented. D-3   

69. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

70. Select and provide guidance to staff to participate in public 
meetings. D-3   

71. Maintain case files for critical issues or issues requiring significant 
management and follow-up. D-3   

72. Manage staff located in remote sites. D-3   

73. Identify effective HM operating procedures and job aids. D-3   

74. Develop operating procedures, best methods, and job aids, and 
forward to FEMA R&DS for consideration as HM Mitigation 
Standard Operating Procedure. 

D-3 
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Behavior/Activity: Lead personnel 

Competency: Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Lead through example by acting in a fair and ethical manner 
toward others and demonstrating commitment to public service. D-3   

76. Recommend to immediate supervisor proactive opportunities to 
advance goals of Crew. D-3   

77. Provide Crew members with programmatic direction. D-3   

78. Provide vision and motivation for Crew members to accomplish 
mitigation. D-3   

79. Motivate community officials to accomplish mitigation. D-3   

80. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

81. Encourage open communication and input from assigned 
personnel. D-3   

82. Foster consensus-building among assigned personnel. D-3   

83. Promote a teamwork environment that encourages individuals to 
share knowledge, work cooperatively, engage in continuous 
learning, and contribute fully to team-based efforts. 

D-3 
  

84. Recognize effective individual and team performance. D-3   

    

Behavior/Activity: Coordinate program delivery of crew 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Provide expertise to JFO, Disaster Recovery Center, and 
appropriate field staff for the development and implementation of 
CEO community education to support HM strategies, outreach 
activities, and messaging. 

D-3 
  

86. Coordinate and supervise the development and implementation of 
educational activities and special events. D-3   

87. Perform a demographic assessment of internal and external 
educational needs. D-3   

88. Develop a disaster-specific community-based education plan in 
coordination with other Mitigation Crew Leaders. D-3   
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89. Identify the most severely affected communities and establish 
outreach tasking priorities. D-3   

90. Maintain continuous awareness of community issues using all 
available information media. D-3   

91. Coordinate with State counterpart in the canvassing of private-
sector organizations, State, county, city, and community officials, 
and media for possible special projects. 

D-3 
  

92. Identify public, private, and academic resources for outreach 
initiatives (e.g., include building departments, environmental 
health departments, organized volunteer labor groups, local 
jurisdiction planners, building and construction industry, and civic, 
ethnic, and faith-based institutions). 

D-3 

  

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

93. Negotiate the time of transition. I   

94. Provide for adequate overlap to ensure efficient transfer of duties. I   

95. Brief replacement on current situation. I   

96. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

97. Ensure that an effective transition of duties is accomplished. I   

98. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

99. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

100. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

101. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

102. Obtain performance appraisal from supervisor. I   

103. Report to the Training Unit upon completion of training 
assignment. I   

104. Make return travel arrangements. I   

105. Prepare the final travel voucher. I   

106. Return accountable property to the Accountable Property Office 
(APO). I   

107. Submit final timesheet, appraisal form, and travel voucher. I   

108. Check out with the Automated Deployment Database (ADD). I   

109. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Education and OutreachCrew Leader (COCL) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Education and Outreach Crew Leader (COCL) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Education and Outreach Crew Leader (COCL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 
 
 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM CEO Multi-Specialty Specialist Expert (COEX) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

12. Advise co-workers of potentially hazardous situations where 
appropriate. I   

13. Use personal protective equipment (PPE) when issued. I   

14. Safeguard property and equipment. I   

15. Provide current information for the call-down roster. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

17. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

18. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

19. Share current information with co-workers and immediate 
supervisor. D-3   

20. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   
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22. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

23. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Gather, review, and analyze complex disaster-related information 

Competency: Analysis/Reasoning (C2); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend and extract information that impacts Community Education 
and Outreach (CEO) at scheduled briefings (e.g., HM Branch, all 
hands, functional) and debriefings, as required by immediate 
supervisor. 

D-3 
  

25. Review Federal Coordinating Officer operational priorities and 
State/FEMA Hazard Mitigation Strategy for critical programmatic 
issues that impact CEO. 

D-3 
  

26. Coordinate with immediate supervisor to identify potentially 
controversial State and local hazard mitigation priority activities. D-3   

27. Review incident data collected to identify targeted areas/locations 
for potential CEO opportunities and make recommendations for 
mitigation messaging. 

D-3 
  

28. Retrieve and align Geographic Information System (GIS) 
demographic data to ensure HM CEO Specialists can fully serve 
the community. 

D-3 
  

    

Behavior/Activity: Communicate complex HM program information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Develop a communication strategy for addressing a hostile 
audience. D-3   

30. Provide guidance on complex CEO issues at internal (e.g., Joint 
Field Office Program areas) and external meetings (e.g., State and 
local briefings, Town Hall Meetings, Speaker's Bureau meetings) 
and briefings, as directed by immediate supervisor. 

D-3 
  

31. Translate highly technical information for understanding and use 
by non-technical audiences. D-3   
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32. Present HM CEO information in public forums and to the media 
on multiple types of hazard event. D-3   

33. Clarify topics that have incorrect or conflicting information for the 
public. D-3   

34. Provide input for Incident Action Plan. D-3   

    

Behavior/Activity: Establish and maintain effective working relationships 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Coordinate with appropriate individuals to ensure that CEO 
activities are developed in conformance with HM Strategy. D-3   

36. Follow established protocols to work with External Affairs-
Congressional to provide input into complex and controversial 
mitigation-related inquiries (e.g., citizen inquiries, Congressional 
Offices, HM Regional and/or HQ coordination) as assigned by 
immediate supervisor. 

D-3 

  

    

Behavior/Activity: Advise and guide on complex HM program concepts, rules, regulations, and processes 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Provide programmatic and/or operational technical expertise to 
internal and external stakeholders on complex and controversial 
matters. 

D-3 
  

38. Provide subject matter expertise on complex mitigation issues. D-3   

39. Identify effective HM operating procedures and job aids. D-3   

40. Develop operating procedures, best methods, and job aids, as 
directed. D-3   
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Behavior/Activity: Analyze complex program-related data to make recommendations and identify problems 

Competency: Analysis/Reasoning (C2); Decision Making & Judgment (C7); Advance Mitigation 
Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Conduct trend analysis and develop solutions to address trends 
specific to the current disaster, complex and/or controversial 
issues, and report to immediate supervisor. 

D-3 
  

42. Identify education and outreach gaps and opportunities and make 
recommendations that can be addressed by CEO activities. D-3   

    

Behavior/Activity: Implement advanced HM CEO processes 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Capitalize on opportunities to support other HM programmatic 
efforts. D-3   

44. Prescribe appropriate CEO actions for identified target audience(s). D-3   

45. Follow established protocol to ensure consistency of mitigation 
messaging in coordination with HM program areas, External 
Affairs, Individual Assistance, and Public Assistance. 

D-3 
  

46. Demonstrate comprehensive knowledge of publications, guides, 
brochures, flyers, booklets, factsheets, and other resources on risk 
reduction and rebuilding techniques and where to find them. 

D-3 
  

    

Behavior/Activity: Demonstrate expert capability to use applicable systems, tools, and equipment 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Use and teach FEMA technology tools and systems. (e.g., 
Floodsmart.gov cost estimating program and one-step flood risk 
profile, FEMA Mapping Service Center). 

D-3 
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Behavior/Activity: Manage multiple complex projects and/or assignments 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Assess the workload. D-3   

• Review previous, current, and future workload 
• Determine resources needed 

   

49. Develop plan to complete assignments. D-3   

50. Develop timeline for plan to manage multiple projects. D-3   

51. Recommend prioritization of projects to immediate supervisor. D-3   

52. Implement plan for projects or assignments. D-3   

    

Behavior/Activity: Coach or mentor staff on program-related issues 

Competency: Interpersonal Skills (C14); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Train and mentor other Crew members as directed by immediate 
supervisor. D-3   

54. Communicate mitigation information to applicants. D-3   

55. Conduct outreach in field locations. D-3   

56. Provide guidance for reporting requirements. D-3   

    

Behavior/Activity: Provide program advice and guidance in multiple regions 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Provide CEO advice and guidance in a minimum of three Regions. D-3   
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Behavior/Activity: Provide program advice and guidance in multiple hazards 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

58. Provide CEO program advice and guidance in three different 
hazards. D-3   

    
Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

59. Obtain the time of transition from immediate supervisor. I   

60. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

61. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Obtain performance appraisal from supervisor. I   

63. Report to the Training Unit upon completion of training 
assignment. I   

64. Make return travel arrangements. I   

65. Prepare the final travel voucher.  I   

66. Return accountable property to the Accountable Property Office 
(APO). I   

67. Submit final timesheet, appraisal form, and travel voucher. I   

68. Check out with the Automated Deployment Database (ADD). I   

69. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM CEO Multi-Specialty Specialist Expert (COEX) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM CEO Multi-Specialty Specialist Expert (COEX) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM CEO Multi-Specialty Specialist Expert (COEX) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Community Education and Outreach Group 
Supervisor (COGS) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. E   

6. Obtain agency identification (badge) or other government-issued 
identifications. E   
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7. Obtain additional job-required equipment or supplies. E   

• Computer 
• Cellular, desk phone, satellite phone, radio, etc. 
• Handheld GPS, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 
• Obtain current Incident Action Plan (IAP), if available 
• Obtain schedule of appropriate meetings or conference calls 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current state and local 

priorities 
• Reporting requirements of the branches (essential elements of 

information [EEI]) 

   

11. Identify topics, issues and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

24. Notify the Safety Officer of any accidents. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

• Incident objectives 
• Coordination needs at the division level 
• Coordination needs at the state and local level 

   

26. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

27. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

28. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

29. Make any necessary organizational adjustments. D-3   

30. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

31. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Participate in the incident action planning process when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Coordinate with the program’s Branch Director to prepare for the 
Operations Tactics meeting. D-3   

33. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-3   
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34. Ensure that task descriptions provide clear, concise direction and 
performance expectations that support the incident objectives. D-3   

35. Ensure that accurate operational information is included on the ICS 
215. D-3   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

36. Attend the Operations Tactics meeting if requested. D-3   

    

Behavior/Activity: Manage the collection, distribution, and maintenance of HM disaster-related information 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Ensure reporting-up of the data collected by Group. D-3   

38. Share information with Group managers and staff. D-3   

39. Facilitate information sharing among Group members. D-3   

40. Ensure coordination with Data Integration Specialist. D-3   

41. Maintain data collection for functional area (e.g., arrange contact 
support for data analysis, negotiate contract support). D-3   

    

Behavior/Activity: Communicate HM programmatic information under stressful situations 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Direct the presentation of hazards, risk, and building performance 
information to community officials and with the media in 
coordination with External Affairs (EA). 

D-3 
  

43. Create and provide hazards, risk, and building performance 
information at internal meetings and briefings, as directed by 
immediate supervisor. 

D-3 
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Behavior/Activity: Establish and maintain strategic partnerships to advance mitigation goals and objectives 

Competency: Interpersonal Skills (C14); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Engage internal JFO partners (EA, Individual Assistance (IA), 
Public Assistance, Environmental Planning and Historic 
Preservation) in developing strategies to include mitigation 
practices into all disaster recovery programs. 

D-3 
  

45. Maintain lines of communication with appropriate State, Tribal, 
and local officials, Regional staff, and FEMA Headquarters 
personnel, in consultation with immediate supervisor, to ensure 
unity of effort. 

D-3 
  

46. Coordinate goals and strategies with other Group Supervisor and 
disseminate to Task Force Leaders. D-3   

47. Promote understanding of CEO functions throughout organization. D-3   

48. Coordinate Group activities with Regional Branch Chief as 
necessary. D-3   

49. Promote hazard mitigation concepts and goals to building trades 
industry. D-3   

    

Behavior/Activity: In coordination with other group supervisors and branch director, develop group 
functional plan to advance the HM strategy 

Competency: Interpersonal Skills (C14); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Develop functional plan in support of the FEMA-State Hazard 
Mitigation Strategy by identifying activities that will directly 
contribute to the achievement of HM Strategy objectives 
established mutually by the State, Tribes, and FEMA. 

D-3 
  

51. Prioritize Group activities based on functional plan. D-3   

52. Maintain a “big picture” perspective when developing and 
executing the functional plan. D-3   
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Behavior/Activity: Manage group activities in support of HM strategy 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Manage staff to carry out Group objectives appropriate to the 
operational period. D-3   

54. Promote understanding and provide direction in implementing 
Group functional plan. D-3   

55. Communicate to supervisors and employees how ongoing 
activities of the Group are both appropriate to the Incident Action 
Plan and in support of the HM Strategy. 

D-3 
  

56. Oversee the integration of all Task Force outreach and technical 
assistance activities and the way they are delivered to 
communities. 

D-3 
  

57. Manage stakeholder training needs and requests. D-3   

58. Successfully manage Task Forces and all Crews in CEO. D-3   

59. Work with External Affairs counterpart to establish protocol and 
procedures between HM Branch and EA and disseminate to HM 
Branch. 

D-3 
  

60. Manage staff located in remote sites. D-3   

    

Behavior/Activity: Lead personnel 

Competency: Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

61. Recommend to immediate supervisor proactive opportunities to 
advance goals of the CEO Group. D-3   

62. Provide Task Force Leaders with programmatic direction. D-3   

63. Provide vision and motivation for all Group members to 
accomplish mitigation. D-3   

64. Engage community officials to accomplish mitigation. D-3   

65. Recognize effective individual and Group performance. D-3   
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Behavior/Activity: Oversee and ensure delivery of CEO program 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

66. Guide the implementation of the CEO functional plan within 
Group. D-3   

67. Identify and assign key leaders for Hazard Mitigation Program 
areas to carry out hazard mitigation strategy (e.g., Disaster 
Recovery Center (DRC) Coordination, Education and Outreach, 
Product Development). 

D-3 
  

68. Ensure advice is provided to the public and disaster assistance 
applicants on hazard mitigation techniques and measures through 
DRCs, other disaster assistance facilities, and special events. 

D-3 
  

69. Promote HM Branch initiatives, and provide hazard mitigation 
outreach materials and advice to internal FEMA partners. D-3   

70. Provide information on CEO efforts to JFO Management, EA, IA. D-3   

71. In coordination with Community Relations, Voluntary Agencies, 
and the State, develop and implement public education strategies to 
encourage communities to become more disaster resistant through 
hazard mitigation action in the pre- as well as the post-disaster 
time frames. 

D-3 

  

72. In cooperation with the State, promote partnerships and training of 
local officials, the construction industry, and residential and 
commercial building owners. 

D-3 
  

73. Staff and manage the HM element at DRCs and other disaster 
assistance facilities in coordination with DRC Crew Leader. D-3   

74. Ensure coordination with EA on the production of educational 
materials, brochures, displays, and fact sheets on hazard mitigation 
topics relevant to the disaster. 

D-3 
  

75. Oversee the analysis of population demographics, disaster impacts, 
and hazard mitigation objectives, and tailor outreach programs to 
meet needs of all impacted groups. 

D-3 
  

76. Ensure maintenance of hazard mitigation graphic and publication 
resource inventory and library. D-3   
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

77. Negotiate the time of transition. I   

78. Provide for adequate overlap to ensure efficient transfer of duties. I   

79. Brief replacement on current situation. I   

80. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

81. Ensure that an effective transition of duties is accomplished. I   

82. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

83. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

84. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

85. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

86. Obtain performance appraisal from supervisor. I   

87. Report to the Training Unit upon completion of training 
assignment. I   

88. Make return travel arrangements. I   

89. Prepare the final travel voucher. I   

90. Return accountable property to Accountable Property Office 
(APO). I   

91. Submit final timesheet, appraisal form, and travel voucher. I   

92. Check out with the Automated Deployment Database (ADD). I   

93. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Community Education and Outreach Group 
Supervisor (COGS) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Community Education and Outreach Group 
Supervisor (COGS) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Community Education and Outreach Group 
Supervisor (COGS) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position. 

 
Official’s Signature and Date 

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM CEO Task Force Leader (COTL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate Forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

11. Maintain appropriate span of control. I   

12. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

14. Recognize and communicate potentially hazardous situations. D-3   

15. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

16. Verify that special precautions are taken when hazards exist. D-3   

17. Use personal protective equipment (PPE) when issued. D-3   

18. Safeguard property and equipment. D-3   
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19. Provide current information for the call-down roster. D-3   

20. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

22. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

23. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

24. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

25. Make any necessary organizational adjustments. D-3   

26. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

27. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Manage the collection, distribution, and maintenance of HM disaster-related information 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Ensure reporting-up of the data collected by Crews. D-3   

29. Share information with Crew Leaders and branch staff. D-3   
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30. Facilitate information sharing among Crews. D-3   

31. Ensure coordination with Data Integration Specialist. D-3   

32. Maintain data collection for functional area (e.g., arrange contact 
support for data analysis, negotiate contract support). D-3   

    

Behavior/Activity: Communicate HM programmatic information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Direct the presentation of hazards, risk, and building performance 
information to community officials and with the media. Follow 
established protocols to coordinate media interaction with External 
Affairs (EA). 

D-3 
  

34. Create and provide hazards, risk, and building performance 
information at internal meetings and briefings, as directed by 
immediate supervisor. 

D-3 
  

    

Behavior/Activity: Establish and maintain strategic partnerships to advance mitigation goals and objectives 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Engage internal JFO partners (EA, Individual Assistance (IA), 
Public Assistance, Environmental Planning and Historic 
Preservation) in developing strategies to include mitigation 
practices into all disaster recovery programs. 

D-3 
  

36. Maintain lines of communication with appropriate State, Tribal, 
and local officials, Regional staff, and FEMA Headquarters 
personnel, in consultation with immediate supervisor, to ensure 
unity of effort. 

D-3 
  

37. Coordinate goals and strategies with other HM Task Force Leaders 
and disseminate to Crew Leaders. D-3   

38. Promote understanding of CEO functions throughout organization. D-3   

39. Coordinate Group activities with Regional Branch Chief as 
necessary. D-3   

40. Promote hazard mitigation concepts and goals to building trades 
industry. D-3   
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Behavior/Activity: In coordination with other task force leaders, develop CEO Group functional plan to 
advance the HM strategy 

Competency: Interpersonal Skills (C14); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Develop functional plan in support of the FEMA-State Hazard 
Mitigation Strategy by identifying activities that will directly 
contribute to the achievement of HM Strategy objectives 
established mutually by the State, Tribes, and FEMA. 

D-3 
  

42. Prioritize Task Force activities based on functional plan. D-3   

43. Maintain a “big picture” perspective when developing and 
executing the functional plan. D-3   

    

Behavior/Activity: Manage task force activities in support of HM strategy 

Competency: Decision Making & Judgment (C7); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Manage staff to carry out Task Force objectives appropriate to the 
operational period. D-3   

45. Promote understanding and provide direction in implementing 
Task Force functional plan. D-3   

46. Communicate to supervisors and employees how ongoing 
activities of the Task Force are both appropriate to the Incident 
Action Plan and in support of the HM Strategy. 

D-3 
  

47. Oversee the integration of all Task Force outreach and technical 
assistance activities and the way they are delivered to 
communities. 

D-3 
  

48. Manage stakeholder training needs and requests. D-3   

49. Successfully manage all Crews in CEO. D-3   

50. Manage staff located in remote sites. D-3   
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Behavior/Activity: Lead personnel 

Competency: Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Recommend to immediate supervisor proactive opportunities to 
advance goals of Task Force. D-3   

52. Provide Crew Leaders and Task Force members with 
programmatic direction. D-3   

53. Provide vision and motivation for Crew Leaders and Task Force 
members to accomplish mitigation. D-3   

54. Engage community officials to accomplish mitigation. D-3   

55. Recognize effective individual and Task Force performance. D-3   

    

Behavior/Activity: Oversee and ensure delivery of CEO program 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Guide the implementation of the CEO functional plan within Task 
Force. D-3   

57. Identify and assign key leaders for Hazard Mitigation Program 
areas to carry out hazard mitigation strategy (e.g., Disaster 
Recovery Center (DRC) Coordination, Education and Outreach, 
Product Development). 

D-3 
  

58. Ensure advice is provided to the public and disaster assistance 
applicants on hazard mitigation techniques and measures through 
DRCs, other disaster assistance facilities, and special events. 

D-3 
  

59. Promote HM Branch initiatives, and provide hazard mitigation 
outreach materials and advice to internal FEMA partners. D-3   

60. Provide information on CEO efforts to JFO Management, EA, IA. D-3   

61. In coordination with Community Relations, Voluntary Agencies, 
and the State, develop and implement public education strategies to 
encourage communities to become more disaster resistant through 
hazard mitigation action in the pre- as well as the post-disaster 
time frames. 

D-3 
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62. In cooperation with the State, promote partnerships and training of 
local officials, the construction industry, and residential and 
commercial building owners. 

D-3 
  

63. Staff and manage the HM element at DRCs and other disaster 
assistance facilities in coordination with DRC Crew Leader. D-3   

64. Follow established protocols to ensure coordination with EA on 
the production of educational materials, brochures, displays, and 
fact sheets on hazard mitigation topics relevant to the disaster. 

D-3 
  

65. Oversee the analysis of population demographics, disaster impacts, 
and hazard mitigation objectives, and tailor outreach programs to 
meet needs of all impacted groups. 

D-3 
  

66. Ensure maintenance of hazard mitigation graphic and publication 
resource inventory and library. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Negotiate the time of transition. I   

68. Provide for adequate overlap to ensure efficient transfer of duties. I   

69. Brief replacement on current situation. I   

70. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

71. Ensure that an effective transition of duties is accomplished. I   

72. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

74. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

75. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Obtain performance appraisal from supervisor. I   

77. Report to the Training Unit upon completion of training 
assignment. I   

78. Make return travel arrangements. I   

79. Prepare the final travel voucher. I   

80. Return accountable property to the Accountable Property Office 
(APO). I   

81. Submit final timesheet, appraisal form, and travel voucher. I   

82. Check out with the Automated Deployment Database (ADD). I   

83. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM CEO Task Force Leader (COTL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM CEO Task Force Leader (COTL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM CEO Task Force Leader (COTL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Community Planner Crew Leader (CPCL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

11. Maintain appropriate span of control. I   

12. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

14. Recognize and communicate potentially hazardous situations. D-3   

15. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

16. Verify that special precautions are taken when hazards exist. D-3   

17. Use personal protective equipment (PPE) when issued. D-3   

18. Safeguard property and equipment. D-3   
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19. Provide current information for the call-down roster. D-3   

20. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

22. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

23. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

24. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

25. Make any necessary organizational adjustments. D-3   

26. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

27. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

29. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

30. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

31. Share current information with co-workers and immediate 
supervisor. D-3   

32. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Coordinate the collection, distribution, and maintenance of HM disaster-related 
information 

Competency: Manage & Organize Information (C18); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Implement the process for Crew to collect and organize data. D-3   

34. Implement the system to provide access to and share information 
with Crew members. D-3   
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35. Facilitate information sharing among Crews. D-3   

36. Work with HM Data Integration Specialist to implement the 
process for data storage and maintenance. D-3   

    

Behavior/Activity: Communicate HM program information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Develop a communication strategy for addressing a hostile 
audience. D-3   

38. Provide guidance on complex HM Community Planning issues at 
internal (e.g., Joint Field Office (JFO) Program areas) and external 
meetings (e.g., State and local briefings, Tribes, Tribal Council 
meetings, Town Hall Meetings, Speaker's Bureau meetings) and 
briefings, as directed by immediate supervisor. 

D-3 

  

39. Present highly technical information for understanding and use by 
non-technical audiences. D-3   

40. Gather input from Crew for Incident Action Plan (IAP) and report 
up to immediate supervisor. D-3   

    

Behavior/Activity: Establish and maintain working relationships to ensure unity of effort 

Competency: Interpersonal Skills (C14); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Establish, cultivate, and manage internal JFO partnerships (e.g., 
External Affairs (EA), Individual Assistance, Public Assistance, 
Logistics, Environmental and Historic Preservation) regarding 
mitigation activities and opportunities for the purposes of 
situational awareness. 

D-3 

  

42. Work with State, Tribal, other Federal agencies, and private sector 
as appropriate. D-3   

43. Coordinate HM Community Planning goals and strategies with 
other HM Crew Leaders. D-3   

44. Coordinate with State/Tribal Hazard Mitigation Officer or 
State/Tribal staff, as requested by supervisor, on HM Plan 
requirements. 

D-3 
  

45. Assist the State/Tribe with identifying and staffing educational and 
outreach opportunities in support of mitigation priorities. D-3   
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Behavior/Activity: In coordination with supervisor, develop tactical plan to implement functional objectives 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Design tactical plan for Crew to include a list of essential crew 
activities (e.g., obtain current Multi-Hazard Mitigation Plan and 
crosswalks for affected communities; ensure Crew is familiar with 
Tribal culture and protocol). 

D-3 
  

47. Develop Crew calendar to include events and HM program 
milestones (e.g., Mitigation Planning Training Workshop, first 
Planning Team meeting, public meeting schedule). 

D-3 
  

48. Develop list and plan for the resources needed to accomplish Crew 
goals and objectives (e.g., list of stakeholders, copies of Planning 
Guidance(s)) 

D-3 
  

49. Maintain a “big picture” perspective when developing and 
executing the tactical plan. D-3   

    

Behavior/Activity: Demonstrate effective supervisory practices and principles 

Competency: Leadership (C16); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Provide clear direction, assignments, and guidance to effectively 
structure and organize work activities, maximize productivity, and 
fulfill the incident objectives. 

D-3 
  

51. Keep subordinates informed of situational awareness, the context 
in which we are operating in the JFO and communities to include 
decisions, actions, and changes that affect them. 

D-3 
  

52. Communicate job-performance requirements to subordinates. (e.g., 
work hour, rotation schedule, contact list, Position Task Books). D-3   

53. Establish work assignments and set priorities. D-3   

54. Distribute work equitably and appropriately among team members. D-3   

55. Delegate specific authority based on the assigned tasks. D-3   

56. Execute signature authority for all required documents, as 
authorized. D-3   

57. Ensure all assigned personnel time records are complete, accurate, 
and submitted within established timeframes. D-3   
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58. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

59. Continuously evaluate and acknowledge performance. D-3   

60. Identify and reward high performance. D-3   

61. Communicate performance deficiencies immediately and take 
corrective action. D-3   

62. Prepare and discuss incident-specific performance evaluations 
using agency-approved forms with assigned personnel. D-3   

63. Complete task book assessment records and discuss the results 
with assigned personnel. D-3   

    

Behavior/Activity: Manage crew activities in support of HM strategy 

Competency: Manage Resources (C19); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Direct Crew members to carry out HM Community Planning 
objectives appropriate to the operational period. D-3   

65. Identify and address immediate, disaster-related HM Community 
Planning issues (e.g., Do communities need to update plans based 
on current disaster?). 

D-3 
  

66. Identify and promote local jurisdictional participation in HM Plan 
development to targeted communities. D-3   

67. Communicate to supervisors and employees how ongoing 
activities of the Crew are both appropriate to the IAP and in 
support of the HM Strategy. 

D-3 
  

68. Implement technical assistance to the State, local, and Tribal 
governments, and other JFO programs in support HM Community 
Planning goals. 

D-3 
  

69. Assess stakeholder training needs and requests. D-3   

70. Monitor Crew activities to ensure that identified mitigation 
opportunities are implemented. D-3   

71. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

72. Select and provide guidance to staff to participate in public 
meetings. D-3   
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73. Maintain case files for critical issues or issues requiring significant 
management and follow-up. D-3   

74. Identify effective HM operating procedures and job aids. D-3   

75. Develop operating procedures, best methods, and job aids, and 
forward to FEMA Mitigation Regional and Disaster Support 
(R&DS) for consideration as HM Standard Operating Procedure. 

D-3 
  

    

Behavior/Activity: Lead personnel 

Competency: Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Lead through example by acting in a fair and ethical manner 
toward others and demonstrating commitment to public service. D-3   

77. Recommend to immediate supervisor proactive opportunities to 
advance goals of Crew. D-3   

78. Provide Crew members with HM program direction. D-3   

79. Provide vision and motivation for Crew members to accomplish 
mitigation. D-3   

80. Motivate community officials to accomplish mitigation. D-3   

81. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

82. Encourage open communication and input from assigned 
personnel. D-3   

83. Foster consensus-building among assigned personnel. D-3   

84. Promote a teamwork environment that encourages individuals to 
share knowledge, work cooperatively, engage in continuous 
learning, and contribute fully to team-based efforts. 

D-3 
  

85. Recognize effective individual and team performance. D-3   
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Behavior/Activity:  Coordinate program delivery of crew 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

86. Coordinate and review State, Tribal, and local HM Plans or Plan 
Updates for compliance with FEMA regulations and policies, 
using Regional hazard mitigation plan review process. 

D-3 
  

87. Coordinate HM Plan reviews and provide written 
recommendations (i.e., crosswalks) to Regional staff regarding 
plan updates and/or improvements. 

D-3 
  

88. Ensure that Crew members are providing ongoing follow-up to 
State, Tribal, and local planning groups during revisions. D-3   

89. Ensure HM planning expertise is provided for highly technical 
issues or problems, as assigned by immediate supervisor. D-3   

90. Perform quality control during the HM Plan review process and 
facilitate a process to achieve consistency among plans and in 
conformance with regional process. 

D-3 
  

91. Continually monitor overall HM Plan review process to identify 
opportunities for enhancement or improvement. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Negotiate the time of transition. I   

93. Provide for adequate overlap to ensure efficient transfer of duties. I   

94. Brief replacement on current situation. I   

95. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

96. Ensure that an effective transition of duties is accomplished. I   

97. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

98. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

99. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

100. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

101. Obtain performance appraisal from supervisor. I   

102. Report to the Training Unit upon completion of training 
assignment. I   

103. Make return travel arrangements. I   

104. Prepare the final travel voucher. I   

105. Return accountable property to the Accountable Property Office 
(APO). I   

106. Submit final timesheet, appraisal form, and travel voucher. I   

107. Check out with the Automated Deployment Database (ADD). I   

108. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Community Planner Crew Leader (CPCL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Community Planner Crew Leader (CPCL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Community Planner Crew Leader (CPCL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Community Planner Specialist Expert (CPEX) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Recognize potentially hazardous situations and report them to 
immediate supervisor.    

12. Advise co-workers of potentially hazardous situations where 
appropriate. I   

13. Use personal protective equipment (PPE) when issued. I   

14. Safeguard property and equipment. I   

15. Provide current information for the call-down roster. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

17. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

18. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

19. Share current information with co-workers and immediate 
supervisor. D-3   

20. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   
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22. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

23. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Gather, review, and analyze complex disaster-related information 

Competency: Analysis/Reasoning (C2); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend and extract information that impacts HM Community 
Planning at scheduled briefings (e.g., HM Branch, all hands, 
functional) and debriefings, as required by immediate supervisor. 

D-3 
  

25. Review Federal Coordinating Officer operational priorities and 
State/FEMA HM Strategy for critical HM program issues that 
impact HM Community Planning and provide to Specialist those 
with critical HM Planning issues. 

D-3 
  

26. Coordinate with immediate supervisor to identify State and local 
hazard mitigation priority activities. D-3   

    

Behavior/Activity: Communicate complex HM program information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Develop a communication strategy for addressing a hostile 
audience. D-3   

28. Provide guidance on complex HM Community Planning issues at 
internal (e.g., Joint Field Office (JFO) Program areas) and external 
meetings (e.g., State and local briefings, Town Hall Meetings, 
Speaker's Bureau meetings) and briefings, as directed by 
immediate supervisor. 

D-3 

  

29. Translate highly technical information for understanding and use 
by non-technical audiences. D-3   

30. Provide input for Incident Action Plan. D-3   

31. Coordinate with appropriate individuals to ensure that HM 
Community Planning activities are developed in conformance with 
HM Strategy. 

D-3 
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32. Follow established protocols to work with External Affairs (EA)-
Congressional to provide input into complex and controversial 
mitigation-related inquiries (e.g., citizen inquiries, Congressional 
Offices, HM Regional and/or Headquarters coordination) as 
assigned by immediate supervisor. 

D-3 

  

33. Collaborate with HM 406 Crew and Public Assistance (PA) 406 
Mitigation Team to provide HM program information and advice 
regarding hazard mitigation planning processes and requirements. 

D-3 
  

    

Behavior/Activity: Advise and guide on complex HM program concepts, rules, regulations, and processes 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Provide HM program and/or operational technical expertise to 
internal and external stakeholders on complex and controversial 
matters. 

D-3 
  

35. Provide subject matter expertise on complex mitigation issues. D-3   

36. Provide HM program information and advice to HM Grants Crew 
as requested to assist with complex project application 
development questions relative to the hazard mitigation plan. 

D-3 
  

37. Provide expert knowledge of FEMA regulations and policies as 
well as Regional policies concerning HM Plan development. D-3   

38. Identify effective HM operating procedures and job aids. D-3   

39. Develop operating procedures, best methods, and job aids, as 
directed. D-3   

    

Behavior/Activity: Analyze program-related data to make recommendations and identify problems 

Competency: Analysis/Reasoning (C2); Decision Making & Judgment (C7); Advance Mitigation 
Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Analyze and comprehend standard and difficult Hazard Mitigation 
Plans for compliance with FEMA planning guidance. D-3   

• Produce thorough crosswalk 
• Provide effective written feedback to facilitate HM Plan compliance    
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Behavior/Activity: Implement advanced program processes 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Consult and apply regulations and FEMA policies to resolve 
complex HM Planning issues (e.g., 44 Code of Federal 
Regulations, HM guidance documents). 

D-3 
  

42. Review approved State and local hazard mitigation plans for 
compliance with regulations, policies, and guidance documents, 
(e.g., regional guides and procedures). 

D-3 
  

43. Take a lead role in review of HM Plans and comments drafted by 
Specialist, and recommend any changes. D-3   

44. Coordinate with Specialist to assure HM Plan compliance, and 
review Specialists' comments. D-3   

    

Behavior/Activity: Demonstrate expert capability to use applicable systems, tools, and equipment 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Use and explain FEMA technology tools and systems (e.g., 
HAZUS program capabilities, Geographic Information Systems 
(GIS) product capabilities, benefit-cost analysis, Global 
Positioning System (GPS), RiskMAP). 

D-3 
  

46. Use and explain the HM Plans document repository system. D-3   

    

Behavior/Activity: Provide expert advisory and technical assistance to state, tribal, and local officials 
regarding HM plans 

Competency: Decision Making & Judgment (C7); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Coordinate with State, Tribal and or local entities to identify any 
technical assistance needed to facilitate HM Plan development 
(e.g., identify plan developers, conduct plan development 
meetings). 

D-3 
  

48. In coordination with Regional HM Planning staff, develop and 
conduct planning-related training for States, Tribes, and local 
governments. 

D-3 
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49. Identify and promote local jurisdictional participation in HM Plan 
development to targeted communities. D-3   

50. Demonstrate advanced knowledge and understanding of National 
Flood Insurance Program and how it applies to Tribal 
governments. 

D-3 
  

    

Behavior/Activity: Advise on role of HM planning in long term recovery activities 

Competency: Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Brief Emergency Support Function (ESF)-14, Long-Term 
Community Recovery (LTCR), and State on the HM Planning 
process as appropriate to the recovery. 

D-3 
  

52. Advise and assist ESF-14 (either HM ESF Liaison or ESF-14), 
State, and community to identify potential mitigation projects 
within the HM plan. 

D-3 
  

    

Behavior/Activity: Analyze and interpret program policy 

Competency: Analysis/Reasoning (C2); Decision Making & Judgment (C7); Advance Mitigation 
Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Research, analyze, and interpret policy papers issued by 
Headquarters. D-3   

54. Develop position papers for Region and Headquarters requiring 
policy determination (e.g., extraordinary circumstances, Standard 
Operating Procedure for Mitigation Planning Collaboration with 
LTCR and Planning Technical Assistance Utilizing Higher 
Education Institutions). 

D-3 
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Behavior/Activity: Manage multiple complex projects and/or assignments 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Assess the workload. D-3   

• Review previous, current, and future workload 
• Determine resources needed 

   

56. Develop plan to complete assignments. D-3   

57. Develop timeline for plan to manage multiple projects. D-3   

58. Recommend prioritization of projects to immediate supervisor. D-3   

59. Implement plan for projects or assignments. D-3   

    

Behavior/Activity: Coach or mentor staff on program-related issues 

Competency: Interpersonal Skills (C14); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

60. Train and mentor other team members as directed by immediate 
supervisor. D-3   

61. Provide feedback on training and mentoring activities conducted to 
immediate supervisor. D-3   

62. Identify opportunities for cross training and provide to other JFO 
staff (e.g., PA, Individual Assistance, EA). D-3   

    

Behavior/Activity: Provide program advice and guidance in multiple regions 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Provide HM Planning advice and guidance in a minimum of three 
Regions. D-3   
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Behavior/Activity: Provide program advice and guidance in multiple hazards 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Provide hazard program advice and guidance in three different 
hazards, selecting from: flood, fire, earthquake, hurricane, tornado. D-3   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Obtain the time of transition from immediate supervisor. I   

66. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

67. Notify immediate supervisor when transition is complete. I   

    
Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

68. Obtain performance appraisal from supervisor. I   

69. Report to the Training Unit upon completion of training 
assignment. I   

70. Make return travel arrangements. I   

71. Prepare the final travel voucher. I   

72. Return accountable property to the Accountable Property Office 
(APO). I   

73. Submit final timesheet, appraisal form, and travel voucher. I   

74. Check out with the Automated Deployment Database (ADD). I   

75. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Community Planner Specialist Expert (CPEX) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Community Planner Specialist Expert (CPEX) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Community Planner Specialist Expert (CPEX) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Community Planner Specialist (CPSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 

  



HM COMMUNITY PLANNER SPECIALIST (CPSP) 21 November 2011, Revised 

2 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 



HM COMMUNITY PLANNER SPECIALIST (CPSP) 21 November 2011, Revised 

4 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

12. Advise co-workers of potentially hazardous situations where 
appropriate. I   

13. Use personal protective equipment (PPE) when issued. I   

14. Safeguard property and equipment. I   

15. Provide current information for the call-down roster. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

17. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

18. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

19. Share current information with co-workers and immediate 
supervisor. D-3   

20. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   
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22. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

23. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Gather, review, and organize disaster-related information for analysis and decision 
making 

Competency: Analysis/Reasoning (C2); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend, participate, and document key points in internal meetings, 
as assigned. D-3   

25. Obtain and review Federal Coordinating Officer operational 
priorities and State/FEMA HM Strategy from immediate 
supervisor. 

D-3 
  

26. Coordinate with immediate supervisor to identify State and local 
hazard mitigation priorities. D-3   

27. Obtain and review Incident Action Plan (IAP) and Disaster 
Situation Reports to identify targeted areas for potential mitigation 
opportunities. 

D-3 
  

    

Behavior/Activity:  Communicate HM Program Information 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Share HM program information across the HM Branch to support 
the HM Strategy. D-3   

29. Communicate with internal partners (e.g., Individual Assistance, 
Public Assistance, Small Business Administration). D-3   

30. Produce program information and communicate it to external 
audiences (e.g., professional organizations, private and nonprofit 
entities, public). 

D-3 
  

31. Provide input for IAP through the Operational Planning Worksheet 
(ICS 215). D-3   
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Behavior/Activity: Establish and maintain effective working relationships 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Coordinate with HM Grants Crew to ensure that Hazard Mitigation 
Grant Program project applications are being developed in 
conformance with the hazard mitigation plans. 

D-3 
  

33. Coordinate with HM 406 Mitigation Crew to clarify in updated 
plan what projects will be or have been addressed by 406 
Mitigation. 

D-3 
  

    

Behavior/Activity:  Advise and guide on HM program concepts, rules, regulations, and processes 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14); Advance Mitigation Programs 
(T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Provide basic HM Planning and/or operational technical guidance 
to internal and external stakeholders. D-3   

35. Provide HM Planning information to HM Grants staff as requested 
for questions relative to the HM Plans. D-3   

    

Behavior/Activity: Analyze program-related data 

Competency: Communication-Verbal; Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Analyze and comprehend HM Plans for compliance with FEMA 
and Regional guidance (e.g., produce thorough crosswalk). D-3   
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Behavior/Activity: Implement the HM program processes 

Competency: Knowledge of Program & Technical Protocols (C15); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Consult program regulations and FEMA policies concerning 
Hazard Mitigation plan development (e.g., 44 Code of Federal 
Regulations, FEMA's State and Local Mitigation Planning How-
To-Series, Federal guidance for State, Tribal, local planning, 
approved HM Plans). 

D-3 

  

38. Respond to inquiries from internal and external partners in a timely 
manner with accurate information. D-3   

39. Provide effective written feedback to facilitate HM Plan 
compliance; develop written correspondence with stakeholders. D-3   

40. Assure HM Plans being submitted comply with FEMA Hazard 
Mitigation Planning Guidance (e.g., apply Regional variances in 
Guidance application; prepare draft crosswalk comments including 
required/ recommended revisions to the hazard mitigation plan). 

D-3 
  

41. Coordinate with State and/or local entities to identify any technical 
assistance needed to facilitate HM Plan development (e.g., identify 
State Plan developers; provide advice/guidance on funding 
opportunities and eligible mitigation projects; identify existing 
actions and projects in HM Plans). 

D-3 

  

42. Provide support and assist with planning-related training to States, 
Tribes, and local governments (e.g., coordinate with Grants 
personnel regarding required expertise). 

D-3 
  

    

Behavior/Activity: Demonstrate capability to use applicable systems, tools, and equipment 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Access and use FEMA technology tools and systems (e.g., 
National Emergency Management Information System, Data 
Warehouse). 

D-3 
  

44. Access and use HM Plans document repository system. D-3   
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Obtain the time of transition from immediate supervisor. I   

46. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

47. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Obtain performance appraisal from supervisor. I   

49. Report to the Training Unit upon completion of training 
assignment. I   

50. Make return travel arrangements. I   

51. Prepare the final travel voucher. I   

52. Return accountable property to the Accountable Property Office 
(APO). I   

53. Submit final timesheet, appraisal form, and travel voucher. I   

54. Check out with the Automated Deployment Database (ADD). I   

55. Check out with the IT Service Manager in the Communication 
Unit. I   
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Tribal Specialty    

Behavior/Activity: Provide technical assistance on HM tribal planning activities 

Competency: Decision Making & Judgment (C7); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Assist coordination with the FEMA Tribal Liaison and Tribes to 
identify technical assistance needs and scopes of work related to 
HM Plan and project development. 

D-3 
  

2. Provide HM Planning information to Tribes using Tribal Guidance 
and Tribal Crosswalk (e.g., encourage participation in HM 
planning; explain benefits to Tribe). 

D-3 
  

3. Provide direct technical assistance to Tribes in HM Plan 
development and project development. D-3   

4. Evaluate Tribal Mitigation Plans using the HM Plan review 
crosswalk and according to the Tribal Multi-Hazard Planning 
Guidance. 

D-3 
  

5. Demonstrate general knowledge and understanding of National 
Flood Insurance Program and how it applies to Tribal 
governments. 

D-3 
  

6. Provide HM program information considerate of Tribal culture and 
protocol (e.g., research "Green Book" to identify Tribal protocols). D-3   

Long Term Recovery Specialty    

Behavior/Activity: Advise on role of HM planning in long term recovery activities 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Educate Emergency Support Function (ESF)- 14, Long Term and 
Community Recovery, and State with the HM Planning process. D-3   

2. Work with ESF-14 (either HM ESF Liaison or ESF-14), FEMA, 
and community to identify potential mitigation projects within the 
HM Plan. 

D-3 
  

3. Participate in community long term recovery meeting to identify 
potential mitigation funding sources for the Multi-Hazard 
Mitigation Plan's identified recovery projects. 

D-3 
  

4. Demonstrate familiarity with ESF-14 functions (e.g., review ESF-
14 functions within the Disaster Response Plan). D-3   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Community Planner Specialist (CPSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Community Planner Specialist (CPSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Community Planner Specialist (CPSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Community Planner Task Force Leader (CPTL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 





21 November 2011, Revised HM COMMUNITY PLANNER TASK FORCE LEADER (CPTL) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 1 

FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate Forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

11. Maintain appropriate span of control. I   

12. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

14. Recognize and communicate potentially hazardous situations. D-3   

15. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

16. Verify that special precautions are taken when hazards exist. D-3   

17. Use personal protective equipment (PPE) when issued. D-3   

18. Safeguard property and equipment. D-3   
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19. Provide current information for the call-down roster. D-3   

20. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Incident Command System (ICS) Concepts (C12); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

22. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

23. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

24. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

25. Make any necessary organizational adjustments. D-3   

26. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

27. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Manage the collection, distribution, and maintenance of HM disaster-related information 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Ensure reporting-up of the data collected by Crews. D-3   

29. Share information with Crew Leaders and Branch staff. D-3   
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30. Facilitate information sharing among Crews. D-3   

31. Ensure coordination with HM Data Integration Specialist. D-3   

32. Maintain data collection for functional area (e.g., arrange contact 
support for data analysis). D-3   

    

Behavior/Activity: Communicate HM program information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Direct the presentation of HM Community Planning information to 
community officials and with the media. Follow established 
protocols to coordinate with External Affairs (EA). 

D-3 
  

34. Create and provide HM Community Planning information at 
internal meetings and briefings, as directed by immediate 
supervisor. 

D-3 
  

35. Brief Federal Coordinating Officer/State Coordinating Officer on 
HM Community Planning issues at the request of the Immediate 
supervisor. 

D-3 
  

    

Behavior/Activity: Establish and maintain strategic partnerships to advance mitigation goals and objectives 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Engage internal JFO partners (e.g., EA, Individual Assistance, 
Public Assistance, Logistics, Environmental and Historic 
Preservation) in developing strategies to include mitigation 
practices into all disaster recovery programs. 

D-3 
  

37. Maintain lines of communication with appropriate State, Tribal, 
and local officials, Regional staff, and FEMA Headquarters 
personnel, in consultation with immediate supervisor, to ensure 
unity of effort. 

D-3 
  

38. Coordinate goals and strategies with other HM Task Force Leaders 
and disseminate to Crew Leaders. D-3   

39. Promote understanding of HM Planning function throughout 
organization. D-3   

40. Coordinate Task Force activities with regional Branch Chiefs as 
necessary. D-3   
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41. Ensure collaboration with the State and Tribes to develop and 
implement HM Planning goals, objectives, innovative strategies, 
and activities in support of FEMA, State, Tribal, and local 
mitigation priorities. 

D-3 
  

    

Behavior/Activity: In coordination with other task force leaders, develop Grants and Planning Group 
functional plan to advance the HM strategy 

Competency: Interpersonal Skills (C14); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Develop functional plan in support of the FEMA-State HM 
Strategy by identifying activities that will directly contribute to the 
achievement of HM Strategy objectives established mutually by 
the State, Tribes, and FEMA. 

D-3 
  

43. Prioritize Task Force activities based on functional plan. D-3   

44. Maintain a “big picture” perspective when developing and 
executing the functional plan. D-3   

    

Behavior/Activity: Manage task force activities in support of HM strategy 

Competency: Decision Making & Judgment (C7); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Manage staff to carry out Task Force objectives appropriate to the 
operational period. D-3   

46. Promote understanding and provide direction in implementing 
Task Force functional plan. D-3   

47. Communicate to supervisors and employees how ongoing 
activities of the Task Force are both appropriate to the IAP and in 
support of the HM Strategy. 

D-3 
  

48. Oversee the integration of all Task Force outreach and technical 
assistance activities and the way they are delivered to 
communities. 

D-3 
  

49. Manage stakeholder training needs and requests. D-3   

50. Successfully manage all Crews in HM Grants and Planning. D-3   

51. Recommend to immediate supervisor proactive opportunities to 
advance goals of Task Force. D-3   
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52. Provide Crew Leaders and Task Force members with HM program 
direction. D-3   

53. Provide vision and motivation for Crew Leaders and Task Force 
members to accomplish mitigation. D-3   

54. Engage community officials to accomplish mitigation. D-3   

55. Recognize effective individual and Task Force performance. D-3   

    

Behavior/Activity: Oversee and ensure delivery of program 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Guide the implementation of the Planning functional plan within 
Task Force. D-3   

57. Review Preliminary Damage Assessments and other disaster data 
to verify existing or in process risk assessments reflect community 
vulnerability. 

D-3 
  

58. Coordinate with Regional Planner to identify needs and ensure 
technical assistance is provided to States, Tribes, and local 
communities on HM Planning. 

D-3 
  

59. Coordinate with HM Grants supervisor regarding HM Plan status. D-3   

60. Ensure review of State, Tribal, and local hazard mitigation plans 
and submit recommendations (i.e., crosswalks). D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

61. Negotiate the time of transition. I   

62. Provide for adequate overlap to ensure efficient transfer of duties. I   

63. Brief replacement on current situation. I   

64. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 
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65. Ensure that an effective transition of duties is accomplished. I   

66. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

68. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

69. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Obtain performance appraisal from supervisor. I   

71. Report to the Training Unit upon completion of training 
assignment. I   

72. Make return travel arrangements. I   

73. Prepare the final travel voucher. I   

74. Return accountable property to the Accountable Property Office 
(APO). I   

75. Submit final timesheet, appraisal form, and travel voucher. I   

76. Check out with the Automated Deployment Database (ADD). I   

77. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident. 

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Community Planner Task Force Leader (CPTL) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Community Planner Task Force Leader (CPTL) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Community Planner Task Force Leader (CPTL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Community Planner Specialist Expert Tribal 
(CTEX) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

12. Advise co-workers of potentially hazardous situations where 
appropriate. I   

13. Use personal protective equipment (PPE) when issued. I   

14. Safeguard property and equipment. I   

15. Provide current information for the call-down roster. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

17. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

18. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

19. Share current information with co-workers and immediate 
supervisor. D-3   

20. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

22. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

23. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Gather, review, and analyze complex disaster-related information 

Competency: Analysis/Reasoning (C2); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend and extract information that impacts HM Community 
Planning at scheduled briefings (e.g., HM Branch, all hands, 
functional) and debriefings, as required by immediate supervisor. 

D-3 
  

25. Review Federal Coordinating Officer operational priorities and 
State/FEMA HM Strategy for critical HM program issues that 
impact HM Community Planning and provide to Specialist those 
with critical HM Planning issues. 

D-3 
  

26. Coordinate with immediate supervisor to identify Tribe's hazard 
mitigation priority activities. D-3   

    

Behavior/Activity: Communicate complex HM program information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Develop a communication strategy for addressing a hostile 
audience. D-3   

28. Provide guidance on complex HM Community Planning issues at 
internal (e.g., Joint Field Office (JFO) Program areas) and external 
meetings (e.g., Tribal briefings, Town Hall Meetings, Speaker's 
Bureau meetings) and briefings, as directed by immediate 
supervisor. 

D-3 
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29. Translate highly technical information for understanding and use 
by non-technical audiences. D-3   

30. Provide input for Incident Action Plan. D-3   

31. Coordinate with appropriate individuals to ensure that HM 
Community Planning activities are developed in conformance with 
HM Strategy. 

D-3 
  

32. Follow established protocols to work with External Affairs (EA)-
Congressional to provide input into complex and controversial 
mitigation-related inquiries (e.g., citizen inquiries, Congressional 
Offices, HM Regional and/or Headquarters coordination) as 
assigned by immediate supervisor. 

D-3 

  

    

Behavior/Activity: Advise and guide on complex HM program concepts, rules, regulations, and processes 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Provide HM program and/or operational technical expertise to 
internal and external stakeholders on complex and controversial 
matters. 

D-3 
  

34. Provide subject matter expertise on complex mitigation issues. D-3   

35. Provide expert knowledge of FEMA regulations and policies as 
well as Regional policies concerning HM Plan development. D-3   

36. Identify effective HM operating procedures and job aids. D-3   

37. Develop operating procedures, best methods, and job aids, as 
directed. D-3   

    

Behavior/Activity: Analyze program-related data to make recommendations and identify problems 

Competency: Analysis/Reasoning (C2); Decision Making & Judgment (C7); Advance Mitigation 
Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Analyze and comprehend standard and difficult Hazard Mitigation 
Plans for compliance with FEMA planning guidance. D-3   

• Produce thorough crosswalk 
• Provide effective written feedback to facilitate HM Plan compliance 
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Behavior/Activity: Implement advanced program processes 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Consult and apply regulations and FEMA policies to resolve 
complex HM Planning issues (e.g., 44 Code of Federal 
Regulations, HM guidance documents). 

D-3 
  

40. Review approved State and Tribal hazard mitigation plans for 
compliance with regulations, policies, and guidance documents, 
(e.g., regional guides and procedures). 

D-3 
  

41. Take a lead role in review of HM Plans and comments drafted by 
Specialist, and recommend any changes. D-3   

42. Coordinate with Specialist to assure HM Plan compliance, and 
review Specialists' comments. D-3   

    

Behavior/Activity: Demonstrate expert capability to use applicable systems, tools, and equipment 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Use and explain FEMA technology tools and systems (e.g., 
HAZUS program capabilities, Geographic Information Systems 
(GIS) product capabilities, benefit-cost analysis, Global 
Positioning System (GPS), RiskMAP). 

D-3 
  

44. Use and teach the HM Plans document repository system. D-3   

    

Behavior/Activity: Provide advanced technical assistance on HM tribal planning activities 

Competency: Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Work with the FEMA Tribal Liaison and Tribes to identify 
technical assistance needs and scopes of work related to HM Plan 
and project development. 

D-3 
  

46. Conduct training and provide information to other planners who 
will be working with the Tribes (e.g., Tribal guidance, cultural 
sensitivity, protocols). 

D-3 
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47. Provide direct technical assistance to Tribes in HM Plan 
development and project development using Tribal Planning 
Guidance and Tribal Crosswalk (e.g., encourage participation in 
HM planning; explain benefits to Tribe). 

D-3 
  

48. Demonstrate advanced knowledge and understanding of National 
Flood Insurance Program and how it applies to Tribal 
governments. 

D-3 
  

    

Behavior/Activity: Advise on role of HM planning in long term recovery activities 

Competency: Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Brief Emergency Support Function (ESF)-14, Long-Term 
Community Recovery (LTCR), and State on the HM Planning 
process as appropriate to the recovery. 

D-3 
  

50. Advise and assist ESF-14 (either HM ESF Liaison or ESF-14), 
Tribes, and community to identify potential mitigation projects 
within the HM plan. 

D-3 
  

    

Behavior/Activity: Analyze and interpret program policy 

Competency: Analysis/Reasoning (C2); Decision Making & Judgment (C7); Advance Mitigation 
Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Research, analyze, and interpret policy papers issued by 
Headquarters. D-3   

52. Develop position papers for Region and Headquarters requiring 
policy determination (e.g., extraordinary circumstances, Standard 
Operating Procedure for Mitigation Planning Collaboration with 
LTCR and Planning Technical Assistance Utilizing Higher 
Education Institutions). 

D-3 

  

  



HM COMMUNITY PLANNER SPECIALIST EXPERT TRIBAL (CTEX) 21 November 2011, Revised 

12 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Behavior/Activity: Manage multiple complex projects and/or assignments 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Assess the workload. D-3   

• Review previous, current, and future workload 
• Determine resources needed 

   

54. Develop plan to complete assignments. D-3   

55. Develop timeline for plan to manage multiple projects. D-3   

56. Recommend prioritization of projects to immediate supervisor. D-3   

57. Implement plan for projects or assignments. D-3   

    

Behavior/Activity: Coach or mentor staff on program-related issues 

Competency: Interpersonal Skills (C14); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

58. Train and mentor other team members as directed by immediate 
supervisor. D-3   

59. Provide feedback on training and mentoring activities conducted to 
immediate supervisor. D-3   

60. Identify opportunities for cross training and provide to other JFO 
staff (e.g., Public Assistance, Individual Assistance, EA). D-3   

    

Behavior/Activity: Provide program advice and guidance in multiple regions 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

61. Provide HM Planning advice and guidance in a minimum of three 
Regions. D-3   
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Behavior/Activity: Provide program advice and guidance in multiple hazards 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Provide hazard program advice and guidance in three different 
hazards. D-3   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Obtain the time of transition from immediate supervisor. I   

64. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

65. Notify immediate supervisor when transition is complete. I   

    
Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

66. Obtain performance appraisal from supervisor. I   

67. Report to the Training Unit upon completion of training 
assignment. I   

68. Make return travel arrangements. I   

69. Prepare the final travel voucher. I   

70. Return accountable property to the Accountable Property Office 
(APO). I   

71. Submit final timesheet, appraisal form, and travel voucher. I   

72. Check out with the Automated Deployment Database (ADD). I   

73. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident. 

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Community Planner Specialist Expert Tribal 
(CTEX) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Community Planner Specialist Expert Tribal 
(CTEX) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Community Planner Specialist Expert Tribal 
(CTEX) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM PDA Crew Leader (DACL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

11. Maintain appropriate span of control. I   

12. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

14. Recognize and communicate potentially hazardous situations. D-3   

15. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

16. Verify that special precautions are taken when hazards exist. D-3   

17. Use personal protective equipment (PPE) when issued. D-3   

18. Safeguard property and equipment. D-3   
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19. Provide current information for the call-down roster. D-3   

20. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

22. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

23. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

24. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

25. Make any necessary organizational adjustments. D-3   

26. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

27. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

29. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

30. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

31. Share current information with co-workers and immediate 
supervisor. D-3   

32. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Coordinate the collection, distribution, and maintenance of HM disaster-related 
information 

Competency: Manage & Organize Information (C18); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Implement the process for Crew to collect and organize data. D-3   

34. Implement the system to provide access to and share information 
with Crew members. D-3   



21 November 2011, Revised HM PDA CREW LEADER (DACL) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 9 

35. Facilitate information sharing among Crews. D-3   

36. Work with HM Data Integration Specialist to implement the 
process for data storage and maintenance. D-3   

    

Behavior/Activity: Communicate complex HM program information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Develop a communications strategy for addressing a hostile 
audience. D-3   

38. Provide guidance on complex HM Preliminary Damage 
Assessment (PDA) issues at internal (e.g., Joint Field Office (JFO) 
Program areas) and external meetings (e.g., State and local 
briefings, Town Hall Meetings, Speaker's Bureau meetings) and 
briefings, as directed by immediate supervisor. 

D-3 

  

39. Present highly technical information for understanding and use by 
non-technical audiences. D-3   

40. Gather input from Crew for Incident Action Plan (IAP) and report 
up to immediate supervisor. D-3   

    

Behavior/Activity: Establish and maintain working relationships to ensure unity of effort 

Competency: Interpersonal Skills (C14); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Establish, cultivate, and manage internal JFO partnerships (e.g., 
External Affairs (EA), Individual Assistance (IA), Public 
Assistance (PA), Logistics, Environmental and Historic 
Preservation) regarding mitigation activities and opportunities for 
the purposes of situational awareness. 

D-3 

  

42. Work with State, Tribal, other Federal agencies, and private sector 
as appropriate. D-3   

43. Coordinate HM PDA goals and strategies with other HM Crew 
Leaders. D-3   
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Behavior/Activity: Coordinate program delivery of crew 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Communicate and coordinate with HM Emergency Support 
Function Liaison and HM Management Specialist. D-3   

45. Advise IA, PA, and State (State Hazard Mitigation Officer and 
National Flood Insurance Program Coordinator) on areas where the 
determination of the structural soundness, access, and 
environmental hazard concerns of housing resources will take 
longer to determine for purposes of informing their housing 
strategy. 

D-3 

  

46. Develop Regional Analysis and Detailed Mitigation Assessment. D-3   

47. Aggregate leads for mitigation success stories and best practices 
and forward to HM Community Education and Outreach Group for 
follow-up. 

D-3 
  

48. Aggregate perishable date sites and provide it to HM Hazards 
Performance and Analysis Group for action. D-3   

49. Provide estimate numbers of potential substantially damaged 
structures to HM Branch Director and HM Floodplain 
Management and Insurance Group to assess community needs for 
assistance. 

D-3 
  

50. Work with PA staff to identify mitigation opportunities on PA 
Grants (406 Mitigation). D-3   

51. Work with PA staff to provide 404 Mitigation opportunities to 
Grants Plans staff. D-3   

52. Provide advice and guidance on hazards and risks related to 
recovery program initiatives. D-3   

53. Provide to relevant program areas for action those flagged areas 
which have sustained damage which may trigger pre-identified 
state and local recovery strategies. 

D-3 
  

54. Coordinate and oversee the PDA field process. D-3   

55. Working with State and Region, determine the number of teams 
required to conduct the PDA, a location where team members 
should meet, personnel to be assigned to each team, areas to be 
surveyed, and reporting requirements. 

D-3 
  

  



21 November 2011, Revised HM PDA CREW LEADER (DACL) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 11 

Behavior/Activity: In coordination with supervisor, develop tactical plan to implement functional objectives 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Design tactical plan for Crew to include a list of essential crew 
activities. D-3   

57. Develop Crew calendar to include events and program milestones. D-3   

58. Develop list and plan for the resources needed to accomplish Crew 
goals and objectives. D-3   

59. Maintain a “big picture” perspective when developing and 
executing the tactical plan. D-3   

    
Behavior/Activity: Manage crew/staff activities in support of HM strategy 

Competency: Manage Resources (C19); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

60. Direct Crew members to carry out HM PDA objectives appropriate 
to the operational period. D-3   

61. Identify and address immediate, disaster-related HM PDA issues. D-3   

62. Communicate to supervisors and employees how ongoing 
activities of the Crew are both appropriate to the IAP and in 
support of the HM Strategy. 

D-3 
  

63. Implement technical assistance to the State, local, and Tribal 
governments, and other JFO programs in support HM PDA goals. D-3   

64. Assess stakeholder training needs and requests. D-3   

65. Monitor Crew activities to ensure that identified mitigation 
opportunities are implemented. D-3   

66. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

67. Select and provide guidance to staff to participate in public 
meetings. D-3   

68. Maintain case files for critical issues or issues requiring significant 
management and follow-up. D-3   

69. Identify effective HM operating procedures and job aids. D-3   

70. Develop operating procedures, best methods, and job aids, and 
forward to FEMA R&DS for consideration as HM Standard 
Operating Procedure. 

D-3 
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Behavior/Activity: Lead personnel 

Competency: Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Lead through example by acting in a fair and ethical manner 
toward others and demonstrating commitment to public service. D-3   

72. Recommend to immediate supervisor proactive opportunities to 
advance goals of Crew. D-3   

73. Provide Crew members with program direction. D-3   

74. Provide vision and motivation for Crew members to accomplish 
mitigation. D-3   

75. Motivate community officials to accomplish mitigation. D-3   

76. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

77. Encourage open communication and input from assigned 
personnel. D-3   

78. Foster consensus-building among assigned personnel. D-3   

79. Promote a teamwork environment that encourages individuals to 
share knowledge, work cooperatively, engage in continuous 
learning, and contribute fully to team-based efforts. 

D-3 
  

80. Recognize effective individual and team performance. D-3   

    

Behavior/Activity: Demonstrate effective supervisory practices and principles 

Competency: Leadership (C16); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Provide clear direction, assignments, and guidance to effectively 
structure and organize work activities, maximize productivity, and 
fulfill the incident objectives. 

D-3 
  

82. Keep subordinates informed of situational awareness, the context 
in which we are operating in the JFO and communities to include 
decisions, actions, and changes that affect them. 

D-3 
  

83. Communicate job-performance requirements to subordinates. (e.g., 
work hour, rotation schedule, contact list). D-3   

84. Establish work assignments and set priorities. D-3   
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85. Distribute work equitably and appropriately among team members. D-3   

86. Delegate specific authority based on the assigned tasks. D-3   

87. Execute signature authority for all required documents, as 
authorized. D-3   

88. Ensure all assigned personnel time records are complete, accurate, 
and submitted within established timeframes. D-3   

89. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

90. Continuously evaluate and acknowledge performance. D-3   

91. Identify and reward high performance. D-3   

92. Communicate performance deficiencies immediately and take 
corrective action. D-3   

93. Prepare and discuss incident-specific performance evaluations 
using agency-approved forms with assigned personnel. D-3   

94. Complete task book assessment records and discuss the results 
with assigned personnel. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

95. Negotiate the time of transition. I   

96. Provide for adequate overlap to ensure efficient transfer of duties. I   

97. Brief replacement on current situation. I   

98. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

99. Ensure that an effective transition of duties is accomplished. I   

100. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

101. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

102. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

103. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

104. Obtain performance appraisal from supervisor. I   

105. Report to the Training Unit upon completion of training 
assignment. I   

106. Make return travel arrangements. I   

107. Prepare the final travel voucher. I   

108. Return accountable property to the Accountable Property Office 
(APO). I   

109. Submit final timesheet, appraisal form, and travel voucher. I   

110. Check out with the Automated Deployment Database (ADD). I   

111. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM PDA Crew Leader (DACL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM PDA Crew Leader (DACL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 



HM PDA CREW LEADER (DACL) 21 November 2011, Revised 

18 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM PDA Crew Leader (DACL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM PDA Specialist (DASP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  



21 November 2011, Revised  HM PDA SPECIALIST (DASP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 3 

 

1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

12. Advise co-workers of potentially hazardous situations where 
appropriate. I   

13. Use personal protective equipment (PPE) when issued. I   

14. Safeguard property and equipment. I   

15. Provide current information for the call-down roster. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

17. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

18. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

19. Share current information with co-workers and immediate 
supervisor. D-3   

20. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   
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22. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

23. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Gather, review, and organize disaster-related information for analysis and decision 
making 

Competency: Analysis/Reasoning (C2); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend and participate in internal and external meetings, as 
assigned. D-3   

25. Obtain and review Federal Coordinating Officer operational 
priorities and State/FEMA Hazard Mitigation Strategy from 
immediate supervisor. 

D-3 
  

26. Coordinate with immediate supervisor to identify State and local 
hazard mitigation priorities. D-3   

    

Behavior/Activity: Communicate HM program information 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Share program information and issues across the HM Branch to 
support the HM Strategy. D-3   

28. Communicate with internal partners (e.g., Individual Assistance, 
Public Assistance, Small Business Administration). D-3   

29. Produce program information and communicate with external 
audiences (e.g., professional organizations, private and nonprofit 
entities, public). 

D-3 
  

30. Provide input for Incident Action Plan through the Operational 
Planning Worksheet (ICS 215). D-3   

  



21 November 2011, Revised  HM PDA SPECIALIST (DASP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 9 

Behavior/Activity: Gather and document preliminary damage assessment (PDA) information 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Identify and prioritize sites for field assessment (e.g., repetitive 
loss, substantial damage, flood insurance issues, floodplain 
management issues, 406 opportunities, protection of wetlands). 

D-3 
  

32. Assist in gathering statistical findings for the purpose of 
identifying extent of damage (e.g., use Public Assistance, 
Individual Assistance, and/or HM Preliminary Damage 
Assessment (PDA) forms to record all pertinent data while in the 
field). 

D-3 

  

33. Use equipment to document mitigation-related information (e.g., 
take, properly label, and download photographs using digital 
cameras; use handheld GPS unit to take correct readings on 
property locations). 

D-3 
  

34. Gather information for use in developing the Regional Analysis 
and the Detailed Mitigation Assessment, including validating any 
losses avoided. 

D-3 
  

35. Document leads for mitigation success stories and best practices. D-3   

36. Debrief the HM PDA Crew Leader about supporting findings and 
facts that will be necessary to prepare the PDA report. D-3   

37. Identify possible perishable data sites and/or collect perishable 
data. D-3   

    

Behavior/Activity: Analyze data to identify potential mitigation projects, sustainability of past projects and 
best practices 

Competency: Analysis/Reasoning (C2); Decision Making & Judgment (C7); Advance Mitigation 
Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Review and evaluate relevant community profiles, projects, and 
plans. D-3   

39. Identify areas and estimate numbers of potential substantially 
damaged structures. D-3   

40. Identify and document appropriate project sites for future losses 
avoided analysis. D-3   

41. Identify mitigation project failures. D-3   
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42. Identify opportunities for possible Hazard Mitigation Grant 
Program projects and other Hazard Mitigation Assistance grant 
opportunities. 

D-3 
  

43. Identify potential Long-Term Recovery community candidates. D-3   

44. Identify potential mitigation strategies for implementation in long-
term recovery. D-3   

45. Validate State and local HM plans with on-the-ground observation. D-3   

46. Flag areas which have sustained damage which may trigger pre-
identified state and local recovery strategies. D-3   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Obtain the time of transition from immediate supervisor. I   

48. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

49. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Obtain performance appraisal from supervisor. I   

51. Report to the Training Unit upon completion of training 
assignment. I   

52. Make return travel arrangements. I   

53. Prepare the final travel voucher. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM PDA Specialist (DASP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM PDA Specialist (DASP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM PDA Specialist (DASP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM DRC Coordination Crew Leader (DCCL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

11. Maintain appropriate span of control. I   

12. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

14. Recognize and communicate potentially hazardous situations. D-3   

15. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

16. Verify that special precautions are taken when hazards exist. D-3   

17. Use personal protective equipment (PPE) when issued. D-3   

18. Safeguard property and equipment. D-3   
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19. Provide current information for the call-down roster. D-3   

20. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

22. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

23. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

24. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

25. Make any necessary organizational adjustments. D-3   

26. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

27. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

29. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

30. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

31. Share current information with co-workers and immediate 
supervisor. D-3   

32. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Coordinate the collection, distribution, and maintenance of HM disaster-related 
information 

Competency: Manage & Organize Information (C18); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Implement the process for Crew to collect and organize data. D-3   

34. Implement the system to provide access to and share information 
with Crew members. D-3   
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35. Facilitate information sharing among Crews. D-3   

36. Work with HM Data Integration Specialist to implement the 
process for data storage and maintenance. D-3   

    

Behavior/Activity: Communicate HM programmatic information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Develop a communication strategy for addressing a hostile 
audience. D-3   

38. Provide guidance on complex Community Education and Outreach 
(CEO) issues at internal (e.g., Joint Field Office (JFO) Program 
areas) and external meetings (e.g., State and local briefings, Town 
Hall Meetings, Speaker's Bureau meetings) and briefings, as 
directed by immediate supervisor. 

D-3 

  

39. Present highly technical information for understanding and use by 
non-technical audiences. D-3   

40. Gather input from Crew for Incident Action Plan (IAP) and report 
up to immediate supervisor. D-3   

    

Behavior/Activity: Establish and maintain working relationships to ensure unity of effort 

Competency: Interpersonal Skills (C14); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Establish, cultivate, and manage internal JFO partnerships (e.g., 
External Affairs (EA), Individual Assistance (IA), Public 
Assistance, Logistics, Environmental Planning and Historic 
Preservation) regarding mitigation activities and opportunities for 
the purposes of situational awareness. 

D-3 

  

42. Work with State, Tribal, other Federal agencies, and private sector 
as appropriate. D-3   

43. Coordinate CEO goals and strategies with other HM Crew 
Leaders. D-3   

44. Promote the integration and implementation of HM CEO activities 
within Hazard Mitigation for immediate and long-term recovery 
activities. 

D-3 
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Behavior/Activity: In coordination with supervisor, develop tactical plan to implement functional objectives 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Design tactical plan for Crew to include a list of essential crew 
activities. D-3   

46. Develop Crew calendar to include events and programmatic 
milestones. D-3   

47. Develop list and plan for the resources needed to accomplish Crew 
goals and objectives. D-3   

48. Maintain a “big picture” perspective when developing and 
executing the tactical plan. D-3   

    

Behavior/Activity: Demonstrate effective supervisory practices and principles 

Competency: Leadership (C16); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Provide clear direction, assignments, and guidance to effectively 
structure and organize work activities, maximize productivity, and 
fulfill the incident objectives. 

D-3 
  

50. Keep subordinates informed of situational awareness, the context 
in which we are operating in the JFO and communities to include 
decisions, actions, and changes that affect them. 

D-3 
  

51. Communicate job-performance requirements to subordinates (e.g., 
work hour, rotation schedule, contact list, Disaster Recovery 
Center (DRC) safety and security). 

D-3 
  

52. Establish work assignments and set priorities. D-3   

53. Distribute work equitably and appropriately among Crew 
members. D-3   

54. Delegate specific authority based on the assigned tasks. D-3   

55. Execute signature authority for all required documents, as 
authorized. D-3   

56. Ensure all assigned personnel time records are complete, accurate 
and submitted within established timeframes. D-3   

57. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   
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58. Continuously evaluate and acknowledge performance. D-3   

59. Identify and reward high performance. D-3   

60. Communicate performance deficiencies immediately and take 
corrective action. D-3   

61. Prepare and discuss incident-specific performance evaluations 
using agency approved forms with assigned personnel. D-3   

62. Complete task book assessment records and discuss the results 
with assigned personnel. D-3   

    

Behavior/Activity: Manage crew activities in support of HM strategy 

Competency: Manage Resources (C19); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Direct Crew members to carry out DRC Coordination objectives 
appropriate to the operational period. D-3   

64. Identify and address immediate, disaster-related HM DRC 
coordination issues. D-3   

65. Communicate to supervisors and employees how ongoing 
activities of the Crew are both appropriate to the IAP and in 
support of the HM Strategy. 

D-3 
  

66. Implement technical assistance to the State, local, and Tribal 
governments, and other JFO programs in support HM DRC 
Coordination goals. 

D-3 
  

67. Assess stakeholder training needs and requests. D-3   

68. Monitor Crew activities to ensure that identified mitigation 
opportunities are implemented. D-3   

69. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

70. Select and provide guidance to staff to participate in public 
meetings. D-3   

71. Maintain case files for critical issues or issues requiring significant 
management and follow-up. D-3   

72. Manage staff located in remote sites. D-3   

73. Identify effective HM operating procedures and job aids. D-3   

74. Develop operating procedures, best methods, and job aids, and 
forward to FEMA R&DS for consideration as HM Mitigation 
Standard Operating Procedure. 

D-3 
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Behavior/Activity: Lead personnel 

Competency: Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Lead through example by acting in a fair and ethical manner 
toward others and demonstrating commitment to public service. D-3   

76. Recommend to immediate supervisor proactive opportunities to 
advance goals of Crew. D-3   

77. Provide Crew members with programmatic direction. D-3   

78. Provide vision and motivation for Crew members to accomplish 
mitigation. D-3   

79. Motivate community officials to accomplish mitigation. D-3   

80. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

81. Encourage open communication and input from assigned 
personnel. D-3   

82. Foster consensus-building among assigned personnel. D-3   

83. Promote a teamwork environment that encourages individuals to 
share knowledge, work cooperatively, engage in continuous 
learning, and contribute fully to team-based efforts. 

D-3 
  

84. Recognize effective individual and team performance. D-3   

    

Behavior/Activity: Coordinate program delivery of crew 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Ensure technical and operational expertise to JFO, DRC, and 
appropriate field staff for the development and implementation of 
CEO DRC coordination to support HM strategies, outreach 
activities, and messaging. 

D-3 
  

86. Coordinate with the IA DRC Coordinator to determine fixed and 
mobile DRC locations and opening and closing schedules. D-3   

87. Coordinate the deployment, training, and resource allocation of 
HM CEO Specialists to support CEO Special Projects and other 
outreach initiatives and programs. 

D-3 
  

88. Coordinate with HM Insurance Crew Leader to ensure HM DRC 
staff support and properly utilize the JFO Insurance Hotline. D-3   
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89. Conduct site visits to DRCs to monitor and assess the Hazard 
Mitigation operation and coordinate with the DRC Manager to 
optimize applicant routing and maximize opportunities for 
interviews with HM CEO Specialists. 

D-3 
  

90. Coordinate with the HM Product Development Crew to supply and 
resupply mitigation materials to the HM CEO Specialists. D-3   

91. Coordinate the deployment of HM DRC Go-kits and visual 
displays concurrent with deployment of HM CEO Specialists. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Negotiate the time of transition. I   

93. Provide for adequate overlap to ensure efficient transfer of duties. I   

94. Brief replacement on current situation. I   

95. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

96. Ensure that an effective transition of duties is accomplished. I   

97. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

98. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

99. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

100. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

101. Obtain performance appraisal from supervisor. I   

102. Report to the Training Unit upon completion of training 
assignment. I   

103. Make return travel arrangements. I   

104. Prepare the final travel voucher. I   

105. Return accountable property to the Accountable Property Office 
(APO). I   

106. Submit final timesheet, appraisal form, and travel voucher. I   

107. Check out with the Automated Deployment Database (ADD). I   

108. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM DRC Coordination Crew Leader (DCCL) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM DRC Coordination Crew Leader (DCCL) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM DRC Coordination Crew Leader (DCCL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Advisor Specialist Expert (DCEX) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 

  



HM ADVISOR SPECIALIST EXPERT (DCEX) 21 November 2011, Revised 

2 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   



HM ADVISOR SPECIALIST EXPERT (DCEX) 21 November 2011, Revised 

6 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

12. Advise co-workers of potentially hazardous situations where 
appropriate. I   

13. Use personal protective equipment (PPE) when issued. I   

14. Safeguard property and equipment. I   

15. Provide current information for the call-down roster. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

17. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

18. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

19. Share current information with co-workers and immediate 
supervisor. D-3   

20. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   
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22. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

23. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Gather, review, and analyze complex disaster-related information 

Competency: Analysis/Reasoning (C2); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend and extract information that impacts Community Education 
and Outreach (CEO) at scheduled briefings (e.g., HM Branch, all 
hands, functional) and debriefings, as required by immediate 
supervisor. 

D-3 
  

25. Review Federal Coordinating Officer operational priorities and 
State/FEMA Hazard Mitigation Strategy for critical programmatic 
issues that impact CEO. 

D-3 
  

26. Coordinate with immediate supervisor to identify potentially 
controversial State and local hazard mitigation priority activities. D-3   

27. Review incident data collected to identify targeted areas/locations 
for potential CEO opportunities and make recommendations for 
mitigation messaging. 

D-3 
  

28. Retrieve and align Geographic Information System (GIS) 
demographic data to ensure HM CEO Specialists (HM Advisors) 
can fully serve the community. 

D-3 
  

    

Behavior/Activity: Communicate complex HM program information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Develop a communication strategy for addressing a hostile 
audience. D-3   

30. Provide guidance on complex CEO issues at internal (e.g., Joint 
Field Office Program areas) and external meetings (e.g., State and 
local briefings, Town Hall Meetings, Speaker's Bureau meetings) 
and briefings, as directed by immediate supervisor. 

D-3 
  

31. Translate highly technical information for understanding and use 
by non-technical audiences. D-3   
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32. Present HM CEO information in public forums and to the media 
on multiple types of hazard events. D-3   

33. Clarify topics that have incorrect or conflicting information for the 
public. D-3   

34. Provide input for Incident Action Plan. D-3   

    

Behavior/Activity: Establish and maintain effective working relationships 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Coordinate with appropriate individuals to ensure that CEO 
activities are developed in conformance with HM Strategy. D-3   

36. Follow established protocols to work with External Affairs-
Congressional to provide input into complex and controversial 
mitigation-related inquiries (e.g., citizen inquiries, Congressional 
Offices, HM Regional and/or HQ coordination) as assigned by 
immediate supervisor. 

D-3 

  

    

Behavior/Activity: Advise and guide on complex HM program concepts, rules, regulations, and processes 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Provide programmatic and/or operational technical expertise to 
internal and external stakeholders on complex and controversial 
matters. 

D-3 
  

38. Provide subject matter expertise on complex mitigation issues. D-3   

39. Identify effective HM operating procedures and job aids. D-3   

40. Develop operating procedures, best methods, and job aids, as 
directed. D-3   
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Behavior/Activity: Analyze complex program-related data to make recommendations and identify problems 

Competency: Analysis/Reasoning (C2); Decision Making & Judgment (C7); Advance Mitigation 
Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Conduct trend analysis and develop solutions to address trends 
specific to the current disaster, complex and/or controversial 
issues, and report to immediate supervisor. 

D-3 
  

42. Identify education and outreach gaps and opportunities and make 
recommendations that can be addressed by CEO activities. D-3   

    

Behavior/Activity: Implement advanced HM CEO processes 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Capitalize on opportunities to support other HM programmatic 
efforts. D-3   

44. Prescribe appropriate CEO actions for identified target audience(s). D-3   

45. Follow established protocol to ensure consistency of mitigation 
messaging in coordination with HM program areas, External 
Affairs, Individual Assistance, and Public Assistance. 

D-3 
  

46. Demonstrate comprehensive knowledge of publications, guides, 
brochures, flyers, booklets, factsheets, and other resources on risk 
reduction and rebuilding techniques and where to find them. 

D-3 
  

    

Behavior/Activity: Demonstrate expert capability to use applicable systems, tools, and equipment 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Use and teach FEMA technology tools and systems (e.g., 
Floodsmart.gov cost estimating program and one-step flood risk 
profile, FEMA Mapping Service Center). 

D-3 
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Behavior/Activity: Manage multiple complex projects and/or assignments 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Assess the workload. D-3   

• Review previous, current, and future workload 
• Determine resources needed 

   

49. Develop plan to complete assignments. D-3   

50. Develop timeline for plan to manage multiple projects. D-3   

51. Recommend prioritization of projects to immediate supervisor. D-3   

52. Implement plan for projects or assignments. D-3   

    

Behavior/Activity: Coach or mentor staff on program-related issues 

Competency: Interpersonal Skills (C14); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Train and mentor other Crew members as directed by immediate 
supervisor. D-3   

54. Communicate mitigation information to applicants. D-3   

55. Conduct outreach in field locations. D-3   

56. Provide guidance for reporting requirements. D-3   

    

Behavior/Activity: Provide program advice and guidance in multiple regions 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Provide CEO advice and guidance in a minimum of three Regions. D-3   

  



HM ADVISOR SPECIALIST EXPERT (DCEX) 21 November 2011, Revised 

12 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Behavior/Activity: Provide program advice and guidance in multiple hazards 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

58. Provide CEO program advice and guidance in three different 
hazards. D-3   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

59. Obtain the time of transition from immediate supervisor. I   

60. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

61. Notify immediate supervisor when transition is complete. I   

    
Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Obtain performance appraisal from supervisor. I   

63. Report to the Training Unit upon completion of training 
assignment. I   

64. Make return travel arrangements. I   

65. Prepare the final travel voucher. I   

66. Return accountable property to the Accountable Property Office 
(APO). I   

67. Submit final timesheet, appraisal form, and travel voucher. I   

68. Check out with the Automated Deployment Database (ADD). I   

69. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 

  



HM ADVISOR SPECIALIST EXPERT (DCEX) 21 November 2011, Revised 

14 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Evaluation Record 

 
TRAINEE NAME 

HM Advisor Specialist Expert (DCEX) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Advisor Specialist Expert (DCEX) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Advisor Specialist Expert (DCEX) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Data Integration Specialist (DISP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

12. Advise co-workers of potentially hazardous situations where 
appropriate. I   

13. Use personal protective equipment (PPE) when issued. I   

14. Safeguard property and equipment. I   

15. Provide current information for the call-down roster. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

17. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

18. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

19. Share current information with co-workers and immediate 
supervisor. D-3   

20. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   
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22. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

23. Exhibit appropriate public stewardship of taxpayer dollars. I   

    
Behavior/Activity: Gather, review, and organize disaster-related information for analysis and decision 

making 

Competency: Analysis/Reasoning (C2); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend and participate in internal and external meetings, as 
assigned. D-3   

25. Obtain and review Federal Coordinating Officer operational 
priorities and State/FEMA Hazard Mitigation Strategy from 
immediate supervisor. 

D-3 
  

26. Coordinate with immediate supervisor to identify State and local 
hazard mitigation priorities. D-3   

27. Obtain and review incident data collected to identify targeted areas 
for potential mitigation opportunities. D-3   

28. Obtain and review Incident Action Plan (IAP) and Disaster 
Situation Reports from immediate supervisor for current Incident 
Period. 

D-3 
  

29. Obtain relevant disaster information and characteristics about the 
affected area. D-3   

    
Behavior/Activity: Communicate HM program information 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Share program information and issues across the HM Branch to 
support the HM Strategy. D-3   

31. Communicate with internal partners (e.g., Individual Assistance, 
Public Assistance, Small Business Administration). D-3   

32. Produce program information and communicate with external 
audiences (e.g., professional organizations, private and nonprofit 
entities, public). 

D-3 
  

33. Provide input for IAP through the Operational Planning Worksheet 
(ICS 215). D-3   
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Behavior/Activity: Advise and guide on HM program concepts, rules, regulations, and processes 

Competency: Communication-Verbal (4); Interpersonal Skills (C14); Advance Mitigation Programs 
(T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Serve as subject matter specialist on behalf of the Group on issues 
or problems, as assigned by immediate supervisor. D-3   

    

Behavior/Activity: Coordinate HM data with other agencies and organizations 

Competency: Interpersonal Skills (C14); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Coordinate with Federal and State agencies and private 
organizations in identifying mitigation datasets for future FEMA 
use. 

D-3 
  

36. Communicate with, and facilitate the transfer of FEMA mitigation 
data to, Federal and State agencies and private organizations when 
authorized. 

D-3 
  

37. Coordinate with both internal and external stakeholders on data 
acquisition (e.g., Hazard Mitigation Technical Assistance Program 
perishable data collection, mission assignments, interagency 
agreements). 

D-3 
  

38. Coordinate between mitigation stakeholders, Information 
Technology (IT) Branch, and Planning Section to ensure effective 
information access and sharing. 

D-3 
  

39. Communicate to Federal and State agencies and private 
organizations the value of post- event data for research, analysis, 
and comparison (e.g., losses avoided, frequency analysis, benefit 
cost analysis, risk assessment). 

D-3 
  

 

Behavior/Activity: Manage HM data and storage devices 

Competency: Information Management (C13); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Verify that all engineering and program data collected during the 
deployment is properly cataloged and protected. D-3   

41. Manage data for analysis, storage, and retrieval, including post- D-3   
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disaster perishable data. 

42. Develop and maintain geospatial databases. D-3   

43. Coordinate data storage and organization with the FEMA 
Enterprise Data Warehouse. D-3   

44. Identify and flag mitigation program datasets for sharing with 
Federal, State, local, and other program areas. D-3   

45. Develop an inventory tracking system of mitigation projects and 
geospatial products. D-3   

46. Create and maintain metadata which describes mitigation data and 
the methodology used to create products in the Joint Field Office 
(JFO). 

D-3 
  

    

Behavior/Activity: Advise on databases and data sets 

Competency: Knowledge of Program & Technical Protocols (C15); Manage & Organize Information 
(C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Establish and maintain cataloging system for the permanent 
preservation of perishable mitigation data, in conjunction with 
Hazards and Performance Analysis (HPA) Specialists. 

D-3 
  

48. Establish, in conjunction with HPA Specialists, Regional 
Mitigation, and Planning Section, a cataloging system to 
coordinate, organize, and archive HM Branch data, information, 
and products during disaster field operations to meet JFO, 
Regional Mitigation, and Headquarters Mitigation needs. 

D-3 

  

49. Regularly capture internal JFO data and products and share with 
appropriate entities. D-3   

50. Monitor and participate in coordination meetings with JFO, 
Regional Response Coordination Center (RRCC), and National 
Response Coordination Center on other geospatial and data 
collection activities and available systems. 

D-3 
  

51. Share data and products with FEMA Headquarters Federal 
Insurance and Mitigation Administration Regional and Disaster 
Support (R&DS) for possible posting on HM Disaster Workforce 
Website. 

D-3 
  

52. As requested, explain uses and access requirements for databases 
and datasets relevant to the disaster, or refer to specific program 
contact (e.g., National Emergency Management Information 
System, disaster clearinghouses, HAZUS). 

D-3 
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Behavior/Activity: Analyze effectiveness of data integration 

Competency: Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Analyze available data in this event to propose systematic 
solutions, strategies, priorities, and/or changes to existing 
protocols. 

D-3 
  

    

Behavior/Activity: Coordinate clearinghouse activities 

Competency: Decision Making & Judgment (C7); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Prior to proposing to establish a technical clearinghouse, conduct a 
needs assessment. D-3   

55. Review and incorporate existing State or Academic Institution 
technical clearinghouse plans. D-3   

56. If needs assessment indicates that a new technical clearinghouse 
should be established, create short-term and long-term plan (e.g., 
funding, staffing). 

D-3 
  

57. Collaborate and coordinate with Regional/Headquarters 
Mitigation, JFO/RRCC GUI, IT, other Federal agencies, and 
State/Academic points of contact for requirements, plan, 
challenges, implementation, etc. 

D-3 
  

58. Utilize organization and data framework established for previous 
technical clearinghouses including website design. D-3   

 

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

59. Obtain the time of transition from immediate supervisor. I   

60. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

61. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Obtain performance appraisal from supervisor. I   

63. Report to the Training Unit upon completion of training 
assignment. I   

64. Make return travel arrangements. I   

65. Prepare the final travel voucher. I   

66. Return accountable property to the Accountable Property Office 
(APO). I   

67. Submit final timesheet, appraisal form, and travel voucher. I   

68. Check out with the Automated Deployment Database (ADD). I   

69. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Data Integration Specialist (DISP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Data Integration Specialist (DISP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Data Integration Specialist (DISP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Engineering and Architect Specialist (EASP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

12. Advise co-workers of potentially hazardous situations where 
appropriate. I   

13. Use personal protective equipment (PPE) when issued. I   

14. Safeguard property and equipment. I   

15. Provide current information for the call-down roster. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

17. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

18. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

19. Share current information with co-workers and immediate 
supervisor. D-3   

20. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   
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22. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

23. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Gather, review, and organize disaster-related information for analysis and decision 
making 

Competency: Analysis/Reasoning (C2); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend and participate in internal and external meetings, as 
assigned. D-3   

25. Obtain and review Federal Coordinating Officer operational 
priorities and State/FEMA HM Strategy from immediate 
supervisor. 

D-3 
  

26. Coordinate with immediate supervisor to identify State and local 
hazard mitigation priorities. D-3   

27. Obtain and review incident data collected to identify targeted areas 
for potential mitigation opportunities. D-3   

28. Obtain and review Incident Action Plan (IAP) and Disaster 
Situation Reports from immediate supervisor for current Incident 
Period. 

D-3 
  

29. Review, evaluate, and coordinate disaster-specific information, 
including engineering and analyses of disaster-impacted 
infrastructure. 

D-3 
  

30. Obtain and evaluate technical information for the affected area 
(e.g., wind speed maps, earthquake hazard maps, Flood Insurance 
Rate Maps [FIRMs], topographic maps, Flood Insurance Studies). 

D-3 
  

31. Collect critical perishable data (such as high water marks) required 
for later analysis as assigned. D-3   

32. Work with the HM Data Integration Specialist to create identifiers 
for all collected data and ensure data is retained. D-3   
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Behavior/Activity: Communicate HM program information 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Share HM Program information across the HM Branch to support 
the HM Strategy. D-3   

34. Communicate with internal partners (e.g., Individual Assistance, 
Public Assistance (PA), Small Business Administration). D-3   

35. Produce HM Program information and communicate with external 
audiences (e.g., professional organizations, private and nonprofit 
entities, public). 

D-3 
  

36. Provide input for IAP through the Operational Planning Worksheet 
(ICS 215). D-3   

    

Behavior/Activity: Establish and maintain effective working relationships 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Coordinate with HM Grants & Planning Group to ensure to ensure 
that work on any Hazard Mitigation Grant Program (HMGP) 
projects adheres to mitigation plans. 

D-3 
  

38. Research to identify existing actions and projects in the hazard 
mitigation plans, and expedite development of innovative 
strategies. 

D-3 
  

39. Work with State, Tribal, and other Federal agencies, and private 
sector for sharing of disaster-related data and analysis (e.g., United 
State Army Corps of Engineers, United State Geologic Survey, 
National Oceanic and Atmospheric Administration). 

D-3 
  

40. Work with HM 406 Crew Leader to assist in any 406 Mitigation 
project review. D-3   
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Behavior/Activity: Advise and guide on HM program concepts, rules, regulations, and processes 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14); Advance Mitigation Programs 
(T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Provide basic Hazards and Performance Analysis (HPA) technical 
assistance to internal and external stakeholders in the Joint Field 
Office. 

D-3 
  

42. Serve as subject matter specialist on behalf of the Group on issues 
or problems, as assigned by immediate supervisor. D-3   

    

Behavior/Activity: Implement the HM program processes 

Competency: Knowledge of Program & Technical Protocols (C15); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Consult program regulations and FEMA policies concerning 
Hazard Mitigation (e.g., 44 Code of Federal Regulations, HM 
functional/program policy documents, HM guidance documents). 

D-3 
  

44. Respond to inquiries from internal and external partners in a timely 
manner with accurate information. D-3   

45. Perform administrative duties (e.g., records keeping, historical 
reviews), as assigned by immediate supervisor. D-3   

46. Assist with the preparation, revision, and review of the 
Administrative Plan for HPA. D-3   

47. Provide design and engineering analysis to determine Hazard 
Mitigation Proposal (HMP) scope and cost estimate, as directed by 
HM 406 Crew Leader. 

D-3 
  

48. Coordinate through HM 406 Crew Leader to address and resolve 
406 Mitigation project application development issues. D-3   

49. Provide required reports to the Crew Leader or Group Supervisor 
in a timely manner. D-3   

50. Assist Mitigation Assessment Team activities, as directed. D-3   

51. Coordinate Hazard Mitigation Technical Assistance Program 
(HMTAP) deliverables with Region and Headquarters through 
immediate supervisor. 

D-3 
  

52. Assist in preparation and delivery of workshops and outreach 
activities, as assigned by immediate supervisor. D-3   
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Behavior/Activity: Demonstrate capability to use applicable systems, tools, and equipment 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Access and use FEMA technology tools and systems. D-3   

54. Utilize FEMA-approved Benefit-Cost Analysis (BCA) software or 
methodology to conduct a defensible BCA. D-3   

55. Use digital camera, label and catalog pictures. D-3   

    

Behavior/Activity: Provide benefit-cost analysis (BCA) technical assistance to HM branch 

Competency: Analysis/Reasoning (C2); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Conduct BCA using FEMA-approved BCA software or 
methodology for potential HMGP and 406 Mitigation projects. D-3   

57. Utilize verified, validated, current data (e.g., most current multi-
hazard frequency data (flood, ice, seismic, wind), elevation data, 
relevant local cost data). 

D-3 
  

58. Develop and prepare justification and narrative on outcome of 
analysis. D-3   

    

Behavior/Activity: Conduct architectural and engineering studies and analyses 

Competency: Analysis/Reasoning (C2); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

59. Conducting engineering studies, analyses. D-3   

60. Inspect and evaluate damaged structures and infrastructure. D-3   

61. Assist as Technical Monitor with HMTAP and Technical 
Assistance Research Contract Task Orders and Interagency 
Agreements. 

D-3 
  

62. Participate in the Preliminary Damage Assessments on 
Catastrophic Events. D-3   
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63. Write and review technical reports for internal and external 
customers. D-3   

64. Monitor to ensure and confirm that technical reports are 
disseminated to proper audiences in appropriate format. D-3   

    

Behavior/Activity: Provide technical support for review of hazard mitigation projects 

Competency: Customer Focus (C6); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Support HM Grants and Planning Group in the review of 
architectural and engineering designs submitted for Hazard 
Mitigation Grant Program (HMGP) project applications. 

D-3 
  

66. Determine engineering feasibility of project(s). D-3   

67. Conduct BCAs in support of HMGP and, if requested, in support 
of PA 406 Mitigation HMPs. D-3   

68. Provide engineering support services to other HM Branch Groups 
on disaster-specific mitigation issues. D-3   

69. Provide engineering support services to PA teams on disaster-
specific mitigation issues, if requested. D-3   

    

Behavior/Activity: Provide technical assistance relating to building codes 

Competency: Analysis/Reasoning (C2); Decision Making & Judgment (C7); Advance Mitigation 
Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Provide technical assistance on HMGP applications and 406 
Mitigation projects, as assigned by Crew Leader. D-3   

71. Review PA HMPs for building code compliance, if requested. D-3   

72. Review and interpret plans, blueprints, site layouts, specifications, 
and construction methods. D-3   

73. Provide technical assistance to local building code officials (e.g., 
technical workshops for building codes officials, contractors, 
designers, tradesmen). 

D-3 
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Obtain the time of transition from immediate supervisor. I   

75. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

76. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

77. Obtain performance appraisal from supervisor. I   

78. Report to the Training Unit upon completion of training 
assignment. I   

79. Make return travel arrangements. I   

80. Prepare the final travel voucher. I   

81. Return accountable property to the Accountable Property Office 
(APO). I   

82. Submit final timesheet, appraisal form, and travel voucher. I   

83. Check out with the Automated Deployment Database (ADD). I   

84. Check out with the IT Service Manager in the Communication 
Unit. I   
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Architect Specialty    

Behavior/Activity: Advise and guide on architectural concepts and practices 

Competency: Decision Making & Judgment (C7); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Support and collaborate with FEMA PA staff in identifying, 
developing, and/or reviewing 406 Mitigation projects for sound 
mitigation techniques. 

D-3 
  

2. Provide code analysis and compliance in connection with building 
envelope and compare to Disaster Assistance Policy 9500 series 
policy guidance. Identify area specific code issues and explain 
applicability to HMPs (e.g., Florida High Velocity Code Sections, 
California Seismic Codes). 

D-3 

  

3. Review architectural designs for HMGP for sound mitigation 
techniques and compliance to policy guidelines (e.g., 361 Shelter, 
Safe Room). 

D-3 
  

4. Suggest architectural mitigation solutions for disaster recovery 
programs. D-3   

5. Develop cost estimates for proposed mitigation solutions. D-3   

    
Engineer (Civil) Specialty    

Behavior/Activity: Advise and guide on civil engineering concepts and practices 

Competency: Analysis/Reasoning (C2); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Develop necessary HMTAP contract information to secure 
technical contractors with expertise and licensure within the field 
of work and jurisdiction of the disaster. 

D-3 
  

2. Work as Technical Monitor for engineering services contract work 
in the field. D-3   

3. Provide support in engineering disciplines that are not specified 
individually (e.g., Geotechnical, Sanitary, Transportation). D-3   

4. Evaluate a variety of engineering systems and facilities (e.g., 
mechanical, electrical, transportation) for compliance with FEMA 
policy and design guidelines (e.g., 361) within one's specialty area. 

D-3 
  

5. Conduct technical reviews of performance and/or failure and 
recommend appropriate mitigation. D-3   
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Engineer (Hydraulic) Specialty    

Behavior/Activity: Advise and guide on hydraulic/ hydrologic engineering concepts and practices 

Competency: Communication-Written (C5); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and/or develop flood/ precipitation frequency information 
(e.g., US Geological Survey, US Army Corps of Engineers, 
National Oceanic and Atmospheric Administration). 

D-3 
  

2. Collect data and information to define hydraulic problem and 
conduct flood analysis and hydraulic studies, as needed. D-3   

3. Assist HM 406 Crew Leader in developing storm frequency for use 
in BCAs. D-3   

4. Write technical reports presenting hydrologic/hydraulic study 
results. D-3   

    
Engineer (Structural) Specialty    

Behavior/Activity: Advise and guide on structural engineering concepts and practices 

Competency: Analysis/Reasoning (C2); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Perform technical evaluations of disaster-damaged buildings and 
infrastructure and make recommendations regarding potential 
mitigation measures and reconstruction. 

D-3 
  

2. Review local and national building codes (e.g., Florida High 
Velocity Sections) and provide analysis for application to Project 
Worksheets (PWs) and HMPs for use by PAO and HM 406 Crew 
Leader. 

D-3 
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Engineer (Seismic) Specialty    

Behavior/Activity: Advise and guide on seismic engineering concepts and practices  

Competency: Analysis/Reasoning (C2); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Perform technical evaluations of disaster-damaged buildings and 
infrastructure and make recommendations regarding potential 
mitigation measures and reconstruction. 

D-3 
  

2. Review and analyze local building codes (e.g., California Seismic) 
for applicability to PWs and HMPs. D-3   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Engineering and Architect Specialist (EASP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Engineering and Architect Specialist (EASP) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Engineering and Architect Specialist (EASP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Education Outreach Specialist Expert (EOEX) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

12. Advise co-workers of potentially hazardous situations where 
appropriate. I   

13. Use personal protective equipment (PPE) when issued. I   

14. Safeguard property and equipment. I   

15. Provide current information for the call-down roster. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

17. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

18. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

19. Share current information with co-workers and immediate 
supervisor. D-3   

20. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   
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22. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

23. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Gather, review, and analyze complex disaster-related information 

Competency: Analysis/Reasoning (C2); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend and extract information that impacts Community Education 
and Outreach (CEO) at scheduled briefings (e.g., HM Branch, all 
hands, functional) and debriefings as required by immediate 
supervisor. 

D-3 
  

25. Review Federal Coordinating Officer operational priorities and 
State/FEMA Hazard Mitigation Strategy for critical programmatic 
issues that impact CEO. 

D-3 
  

26. Coordinate with immediate supervisor to identify potentially 
controversial State and local hazard mitigation priority activities. D-3   

27. Review incident data collected to identify targeted areas/locations 
for potential education and outreach opportunities and make 
recommendations for mitigation messaging. 

D-3 
  

28. Retrieve and align Geographic Information System (GIS) 
demographic data to ensure HM CEO Specialists can fully serve 
the community. 

D-3 
  

    

Behavior/Activity: Communicate complex HM program information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Develop a communication strategy for addressing a hostile 
audience. D-3   

30. Provide guidance on complex CEO issues at internal (e.g., Joint 
Field Office Program (JFO) areas) and external meetings (e.g., 
State and local briefings, Town Hall Meetings, Speaker's Bureau 
meetings) and briefings, as directed by immediate supervisor. 

D-3 
  

31. Translate highly technical information for understanding and use 
by non-technical audiences. D-3   
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32. Present education and outreach information in public forums and 
to the media on multiple types of hazard events. D-3   

33. Clarify topics that have incorrect or conflicting information for the 
public. D-3   

34. Provide input for Incident Action Plan. D-3   

    

Behavior/Activity: Advise and guide on complex HM program concepts, rules, regulations, and processes 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Provide programmatic and/or operational technical expertise to 
internal and external stakeholders on complex and controversial 
matters. 

D-3 
  

36. Provide subject matter expertise on complex mitigation issues. D-3   

37. Identify effective HM operating procedures and job aids. D-3   

38. Develop operating procedures, best methods, and job aids, as 
directed. D-3   

    

Behavior/Activity: Analyze complex program-related data to make recommendations and identify problems 

Competency: Analysis/Reasoning (C2); Decision Making & Judgment (C7);  Advance Mitigation 
Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Conduct trend analysis and develop solutions to address trends 
specific to the current disaster, complex and/or controversial 
issues, and report to immediate supervisor. 

D-3 
  

40. Identify education and outreach gaps and opportunities and make 
recommendations that can be addressed by education and outreach 
activities. 

D-3 
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Behavior/Activity: Implement advanced HM CEO processes 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Capitalize on opportunities to support other education and outreach 
programmatic efforts. D-3   

42. Prescribe appropriate CEO actions for identified target audience(s). D-3   

43. Follow established protocol to ensure consistency of mitigation 
messaging in coordination with HM program areas, External 
Affairs, Individual Assistance, and Public Assistance. 

D-3 
  

44. Demonstrate comprehensive knowledge of publications, guides, 
brochures, flyers, booklets, factsheets, and other resources on risk 
reduction and rebuilding techniques and where to find them. 

D-3 
  

45. Implement educational strategies to achieve maximum community 
impact in adopting damage prevention policy and measures 
consistent with State and local mitigation plans. 

D-3 
  

46. Implement disaster-specific, community-based, education and 
outreach plan based on diversity and demographic characteristics 
in support of FEMA/State mitigation goals and objectives. 

D-3 
  

47. Use broad scope delivery opportunities to market mitigation (e.g., 
displays, publications, exhibits, models). D-3   

48. Implement CEO educational and academic special initiatives, as 
directed by immediate supervisor. D-3   

• Research and analyze client and community needs 
• Determine special solutions for hazard- or geographically-specific areas 
• Partner with institutions to leverage messaging opportunities 

   

    

Behavior/Activity: Demonstrate expert capability to use applicable systems, tools, and equipment 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Use and teach FEMA technology tools and systems. (e.g., 
Floodsmart.gov cost estimating program and one-step flood risk 
profile, FEMA Mapping Service Center). 

D-3 
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Behavior/Activity: Identify and schedule venues for mitigation education and outreach presentations 

Competency: Decision Making & Judgment (C7); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Research and analyze client and community needs (e.g., website, 
Chamber of Commerce, home improvement stores). D-3   

51. Develop schedule for outreach activities. D-3   

52. Monitor State and local fairs, community events, conventions, and 
trade shows to identify CEO opportunities (e.g., multi-hazard, 
trends, new developments - planned or under construction). 

D-3 
  

53. Provide expertise to JFO, Disaster Recovery Center (DRC), and 
appropriate field staff for the development and implementation of 
CEO public outreach to support HM strategies, outreach activities, 
and messaging, as directed by the immediate supervisor. 

D-3 
  

54. Work with the other CEO Crews and Demographics to identify 
target audiences for the innovative design and promotion of 
mitigation techniques and programs in highly visible and large 
venue forums. 

D-3 
  

    

Behavior/Activity: Assist and coordinate with the CEO Crew Leader in the design, organization, and 
assignment of the educational and outreach programs 

Competency: Interpersonal Skills (C14); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Identify topics and trends where there is insufficient or conflicting 
information that needs to be clarified for the public; following 
established protocol, communicate and coordinate with External 
Affairs for resolutions. 

D-3 
  

56. Establish outreach programs for delivery to the community (e.g., 
community mitigation workshops, home improvement stores, 
schools). 

D-3 
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Behavior/Activity: Manage multiple complex projects and/or assignments 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Assess the workload. D-3   

• Review previous, current, and future workload 
• Determine resources needed 

   

58. Develop plan to complete assignments. D-3   

59. Develop timeline for plan to manage multiple projects. D-3   

60. Recommend prioritization of projects to immediate supervisor. D-3   

61. Implement plan for projects or assignments. D-3   

    

Behavior/Activity: Coach or mentor staff on program-related issues 

Competency: Interpersonal Skills (C14); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Train and mentor other Crew members as directed by immediate 
supervisor. D-3   

63. Communicate mitigation information to applicants. D-3   

64. Conduct outreach in field locations. D-3   

65. Provide guidance for reporting requirements. D-3   

    

Behavior/Activity: Provide program advice and guidance in multiple regions 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

66. Provide CEO advice and guidance in a minimum of three Regions. D-3   
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Behavior/Activity: Provide program advice and guidance in multiple hazards 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Provide CEO program advice and guidance in three different 
hazards. D-3   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

68. Obtain the time of transition from immediate supervisor. I   

69. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

70. Notify immediate supervisor when transition is complete. I   

    
Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Obtain performance appraisal from supervisor. I   

72. Report to the Training Unit upon completion of training 
assignment. I   

73. Make return travel arrangements. I   

74. Prepare the final travel voucher. I   

75. Return accountable property to the Accountable Property Office 
(APO). I   

76. Submit final timesheet, appraisal form, and travel voucher. I   

77. Check out with the Automated Deployment Database (ADD). I   

78. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Education Outreach Specialist Expert (EOEX) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Education Outreach Specialist Expert (EOEX) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Education Outreach Specialist Expert (EOEX) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 
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HM ESF Liaison Specialist (ESSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

12. Advise co-workers of potentially hazardous situations where 
appropriate. I   

13. Use personal protective equipment (PPE) when issued. I   

14. Safeguard property and equipment. I   

15. Provide current information for the call-down roster. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

17. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

18. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

19. Share current information with co-workers and immediate 
supervisor. D-3   

20. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   
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22. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

23. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Gather, review, and organize disaster-related information for analysis and decision 
making 

Competency: Analysis/Reasoning (C2); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend and participate in internal and external meetings, as 
assigned. D-3   

25. Obtain and review Federal Coordinating Officer operational 
priorities and State/FEMA Hazard Mitigation Strategy from 
immediate supervisor. 

D-3 
  

26. Coordinate with immediate supervisor to identify State and local 
hazard mitigation priorities. D-3   

27. Obtain and review Incident Action Plan (IAP) and Disaster 
Situation Reports from immediate supervisor for current Incident 
Period. 

D-3 
  

28. Obtain and provide information relevant to Emergency Support 
Function (ESF)/Mitigation activities. D-3   

29. Monitor identified activities (e.g., public workshops, meetings, 
publications) with ESFs to ensure follow through. D-3   

30. Gather information at ESF meetings and site visits to identify and 
promote mitigation opportunities. D-3   

31. Inform HM Branch management of mitigation-sensitive ESF 
activities, concerns, and issues. D-3   

    

Behavior/Activity: Communicate HM program information 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Share program information and issues across the HM Branch to 
support the HM Strategy. D-3   
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33. Communicate with internal partners (e.g., Individual Assistance, 
Public Assistance, Small Business Administration). D-3   

34. Produce program information and communicate with external 
audiences (e.g., professional organizations, private and nonprofit 
entities, public). 

D-3 
  

35. Provide input for IAP through the Operational Planning Worksheet 
(ICS 215). D-3   

36. Provide information on ESF activities for integration into 
Mitigation products. D-3   

37. Provide information on mitigation measures targeted to the interest 
of the ESF audience. D-3   

    

Behavior/Activity: Implement program processes 

Competency: Knowledge of Program & Technical Protocols (C15); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Consult program regulations and FEMA policies concerning 
Hazard Mitigation (e.g., 44 Code of Federal Regulations, HM 
functional/program policy documents, HM guidance documents). 

D-3 
  

39. Respond to inquiries from internal and external partners in a timely 
manner with accurate information. D-3   

40. Identify common interests between HM Programs and ESF 
activities. D-3   

41. Coordinate with HM staff to provide mitigation technical 
assistance and resources in support of ESF activities. D-3   

42. Leverage ESF activities and resources in support of mitigation 
programs. D-3   

43. Assist ESFs in promoting mitigation (e.g., workshops, 
publications, press releases). D-3   
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Obtain the time of transition from immediate supervisor. I   

45. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

46. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Obtain performance appraisal from supervisor. I   

48. Report to the Training Unit upon completion of training 
assignment. I   

49. Make return travel arrangements. I   

50. Prepare the final travel voucher. I   

51. Return accountable property to the Accountable Property Office 
(APO). I   

52. Submit final timesheet, appraisal form, and travel voucher. I   

53. Check out with the Automated Deployment Database (ADD). I   

54. Check out with the IT Service Manager in the Communication 
Unit. I   
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ESF Specialty    

Behavior/Activity: Advise and guide on HM operations to specific ESF 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Maintain awareness of procedures, policies, and initiatives of 
assigned ESF (ESF 3 - Public Works and Engineering, ESF 6 - 
Mass Care, ESF 14 - Long Term Community Recovery, ESF 15 - 
External Affairs). 

D-3 
  

2. Provide HM Branch information, as requested. D-3   

3. Identify opportunities for HM Branch to assist and collaborate with 
ESF. D-3   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM ESF Liaison Specialist (ESSP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM ESF Liaison Specialist (ESSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM ESF Liaison Specialist (ESSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

  

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Floodplain Management & Insurance Group 
Supervisor (FIGS) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. E   

6. Obtain agency identification (badge) or other government-issued 
identifications. E   
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7. Obtain additional job-required equipment or supplies. E   

• Computer 
• Cellular, desk phone, satellite phone, radio, etc. 
• Handheld GPS, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 
• Obtain current Incident Action Plan (IAP), if available 
• Obtain schedule of appropriate meetings or conference calls 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current state and local 

priorities 
• Reporting requirements of the branches (essential elements of 

information [EEI]) 

   

11. Identify topics, issues and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

24. Notify the Safety Officer of any accidents. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

• Incident objectives 
• Coordination needs at the division level 
• Coordination needs at the state and local level 

   

26. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

27. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

28. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

29. Make any necessary organizational adjustments. D-3   

30. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

31. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Participate in the incident action planning process when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Coordinate with the program’s Branch Director to prepare for the 
Operations Tactics meeting. D-3   

33. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-3   
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34. Ensure that task descriptions provide clear, concise direction and 
performance expectations that support the incident objectives. D-3   

35. Ensure that accurate operational information is included on the ICS 
215. D-3   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

36. Attend the Operations Tactics meeting if requested. D-3   

    

Behavior/Activity: Manage the collection, distribution, and maintenance of HM disaster-related information 

Competency: Manage & Organize Information 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Ensure reporting-up of the data collected by Group. D-3   

38. Share information with Group managers and staff. D-3   

39. Facilitate information sharing among Group members. D-3   

40. Ensure coordination with HM Data Integration Specialist. D-3   

41. Maintain data collection for functional area (e.g., arrange contact 
support for data analysis, negotiate contract support). D-3   

    

Behavior/Activity: Communicate HM program information under stressful situations 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Direct the presentation of floodplain management information to 
community officials and with the media. Follow established 
protocols to coordinate media interaction with External Affairs 
(EA). 

D-3 
  

43. Create and provide disaster-specific guidance on Floodplain 
Management and Insurance issues at internal and external meetings 
and briefings, as requested by immediate supervisor. 

D-3 
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Behavior/Activity: Establish and maintain strategic partnerships to advance mitigation goals and objectives 

Competency: Interpersonal Skills (C14); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Engage internal Joint Field Office (JFO) partners (EA, Individual 
Assistance, Public Assistance, Environmental Planning and 
Historic Preservation) in developing strategies to include 
mitigation practices into all disaster recovery programs. 

D-3 
  

45. Maintain lines of communication with appropriate State, Tribal, 
and local officials, Regional staff, and FEMA Headquarters 
personnel, in consultation with immediate supervisor, to ensure 
unity of effort. 

D-3 
  

46. Coordinate goals and strategies with other Group Supervisor and 
disseminate to Task Force Leaders. D-3   

47. Promote understanding of Floodplain Management and Insurance 
throughout organization. D-3   

48. Coordinate Floodplain Management and Insurance activities with 
Regional Insurance Liaison and Branch Chief as necessary. D-3   

49. Coordinate/partner with the State National Flood Insurance 
Program (NFIP) Coordinator to identify Floodplain Management 
and Insurance opportunities related to this disaster (e.g., NFIP 
compliance, NFIP policies, repetitive loss). 

D-3 
  

    

Behavior/Activity: In coordination with other group supervisors and branch director, develop group 
functional plan to advance the HM strategy 

Competency: Interpersonal Skills (C14); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Develop functional plan in support of the FEMA-State HM 
Strategy by identifying activities that will directly contribute to the 
achievement of HM Strategy objectives established mutually by 
the State, Tribes, and FEMA. 

D-3 
  

51. Prioritize Group activities based on functional plan. D-3   

52. Maintain a “big picture” perspective when developing and 
executing the functional plan. D-3   
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Behavior/Activity: Manage group activities in support of HM strategy 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Manage staff to carry out Group objectives appropriate to the 
operational period. D-3   

54. Promote understanding and provide direction in implementing 
Group functional plan. D-3   

55. Communicate to supervisors and employees how ongoing 
activities of the Group are both appropriate to the Incident Action 
Plan and in support of the HM Strategy. 

D-3 
  

56. Oversee the integration of all Group outreach and technical 
assistance activities and the way they are delivered to 
communities. 

D-3 
  

57. Manage stakeholder training needs and requests. D-3   

58. Successfully manage Task Forces and all Crews in Floodplain 
Management and Insurance. D-3   

    

Behavior/Activity: Lead personnel 

Competency: Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

59. Recommend to immediate supervisor proactive opportunities to 
advance goals of the Floodplain Management and Insurance 
Group. 

D-3 
  

60. Provide Task Force Leaders with HM Program direction. D-3   

61. Provide vision and motivation for all Group members to 
accomplish mitigation. D-3   

62. Engage community officials to accomplish mitigation. D-3   

63. Recognize effective individual and Group performance. D-3   
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Behavior/Activity: Oversee and ensure delivery of FPM and insurance programs 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Guide the implementation of the Floodplain Management and 
Insurance functional plan within the Group. D-3   

65. Ensure compliance with the NFIP, applicable Executive Orders, 
insurance regulations, and building codes. D-3   

66. Oversee the dissemination of proactive and accurate NFIP and 
other applicable insurance information to other programs in the 
JFO. 

D-3 
  

67. Ensure the provision of technical assistance to other JFO programs 
to facilitate Floodplain Management and Insurance and NFIP 
program objectives. 

D-3 
  

68. Ensure the provision of technical assistance to States and 
communities in post-disaster NFIP compliance issues and 
opportunities. 

D-3 
  

69. Encourage and provide support to communities to update and 
adopt ordinances in support of NFIP requirements. D-3   

70. Oversee the delivery of flood map determinations for internal JFO 
customers. D-3   

71. Follow established protocols to collaborate with EA and Insurance 
staff in Region and FEMA Headquarters to assure proactive and 
accurate insurance information dissemination and insurance 
messaging. 

D-3 
  

72. Provide Congressional constituent services on Floodplain 
Management and Insurance issues as directed. D-3   

73. If applicable, initiate support to communities for Substantial 
Damage Estimation to meet specific needs of affected 
communities. 

D-3 
  

74. If indicated by the scope of the damage, community capability, and 
FEMA resources, assist in development of Statement of Work for 
contractor to provide residential damage estimation support, 
selection and calibration training of contractor and FEMA staff. 

D-3 
  

75. Ensure staff has access to NFIP policy database through Regional 
approval process. D-3   

76. Direct integration of insurance considerations into the delivery of 
hazard mitigation programs (e.g., outreach to the public and to 
insurance agents and partners, establishing relationships with 
insurance commissioners, marketing the importance of insurance, 
providing a point of contact on the interrelationship between flood 
insurance and other types of insurance). 

D-3 
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77. Ensure sufficient insurance resources for disaster field staff, to 
include, if necessary, establishing and staffing an 800 number for 
use by HM Advisor Specialist. 

D-3 
  

78. Ensure internal coordination of post-disaster insurance activities 
with the FEMA Headquarters Insurance Division. D-3   

79. Coordinate with State Insurance Commissioner’s Office on 
insurance issues specific to the State and notify Regional Insurance 
Liaison. 

D-3 
  

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

80. Negotiate the time of transition. I   

81. Provide for adequate overlap to ensure efficient transfer of duties. I   

82. Brief replacement on current situation. I   

83. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

84. Ensure that an effective transition of duties is accomplished. I   

85. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

86. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

87. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

88. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Obtain performance appraisal from supervisor. I   

90. Report to the Training Unit upon completion of training 
assignment. I   

91. Make return travel arrangements. I   

92. Prepare the final travel voucher. I   

93. Return accountable property to Accountable Property Office 
(APO). I   

94. Submit final timesheet, appraisal form, and travel voucher. I   

95. Check out with the Automated Deployment Database (ADD). I   

96. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Floodplain Management & Insurance Group 
Supervisor (FIGS) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Floodplain Management & Insurance Group 
Supervisor (FIGS) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Floodplain Management & Insurance Group 
Supervisor (FIGS) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Floodplain Management Crew Leader (FPCL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  



21 November 2011, Revised HM FLOODPLAIN MANAGEMENT CREW LEADER (FPCL) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 3 

 

1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

11. Maintain appropriate span of control. I   

12. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

14. Recognize and communicate potentially hazardous situations. D-3   

15. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

16. Verify that special precautions are taken when hazards exist. D-3   

17. Use personal protective equipment (PPE) when issued. D-3   

18. Safeguard property and equipment. D-3   
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19. Provide current information for the call-down roster. D-3   

20. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

22. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

23. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

24. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

25. Make any necessary organizational adjustments. D-3   

26. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

27. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

29. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

30. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

31. Share current information with co-workers and immediate 
supervisor. D-3   

32. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Coordinate the collection, distribution, and maintenance of HM disaster-related 
information 

Competency: Manage & Organize Information (C18); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Implement the process for Crew to collect and organize data. D-3   

34. Implement the system to provide access to and share information 
with Crew members. D-3   
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35. Facilitate information sharing among staff. D-3   

36. Work with HM Data Integration Specialist to implement the 
process for data storage and maintenance. D-3   

    

Behavior/Activity: Communicate HM program information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Develop a communication strategy for addressing a hostile 
audience. D-3   

38. Provide guidance on complex floodplain management issues at 
internal (e.g., Joint Field Office (JFO) Program areas) and external 
meetings (e.g., State and local briefings, Town Hall Meetings, 
Speaker's Bureau meetings) and briefings, as directed by 
immediate supervisor. 

D-3 

  

39. Present highly technical information for understanding and use by 
non-technical audiences. D-3   

40. Gather input from Crew for Incident Action Plan (IAP) and report 
up to immediate supervisor. D-3   

    

Behavior/Activity: Establish and maintain working relationships to ensure unity of effort 

Competency: Interpersonal Skills (C14); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Establish, cultivate, and manage internal JFO partnerships (e.g., 
External Affairs (EA), Individual Assistance, Public Assistance, 
Logistics, Environmental Planning and Historic Preservation) 
regarding mitigation activities and opportunities for the purposes 
of situational awareness. 

D-3 

  

42. Work with State, Tribal, other Federal agencies, and private sector 
as appropriate. D-3   

43. Coordinate floodplain management goals and strategies with other 
HM Crew Leaders. D-3   

44. Coordinate activities with State National Flood Insurance Program 
Coordinator and local officials on floodplain management. D-3   

45. Assist the State with identifying and staffing education and 
outreach opportunities in support of FEMA/State mitigation 
strategies. 

D-3 
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Behavior/Activity: In coordination with supervisor, develop tactical plan to implement functional objectives 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Design tactical plan for Crew to include a list of essential Crew 
activities. D-3   

47. Develop Crew calendar to include events and HM Program 
milestones. D-3   

48. Develop list and plan for the resources needed to accomplish Crew 
goals and objectives. D-3   

49. Maintain a “big picture” perspective when developing and 
executing the tactical plan. D-3   

    

Behavior/Activity: Demonstrate effective supervisory practices and principles 

Competency: Leadership (C16); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Provide clear direction, assignments, and guidance to effectively 
structure and organize work activities, maximize productivity, and 
fulfill the incident objectives. 

D-3 
  

51. Keep subordinates informed of situational awareness, the context 
in which we are operating in the JFO and communities to include 
decisions, actions, and changes that affect them. 

D-3 
  

52. Communicate job-performance requirements to subordinates. (e.g., 
work hour, rotation schedule, contact list). D-3   

53. Establish work assignments and set priorities. D-3   

54. Distribute work equitably and appropriately among Crew 
members. D-3   

55. Delegate specific authority based on the assigned tasks. D-3   

56. Execute signature authority for all required documents, as 
authorized. D-3   

57. Ensure all assigned personnel time records are complete, accurate, 
and submitted within established timeframes. D-3   

58. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

59. Continuously evaluate and acknowledge performance. D-3   
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60. Identify and reward high performance. D-3   

61. Communicate performance deficiencies immediately and take 
corrective action. D-3   

62. Prepare and discuss incident-specific performance evaluations 
using agency-approved forms with assigned personnel. D-3   

63. Complete task book assessment records and discuss the results 
with assigned personnel. D-3   

    

Behavior/Activity: Manage crew activities in support of HM strategy 

Competency: Manage Resources (C19); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Direct Crew members to carry out floodplain management 
objectives appropriate to the operational period. D-3   

65. Identify and address immediate, disaster-related floodplain 
management issues (e.g., sanctioned communities). D-3   

66. Communicate to supervisors and employees how ongoing 
activities of the Crew are both appropriate to the IAP and in 
support of the HM Strategy. 

D-3 
  

67. Implement technical assistance to the State, local, and Tribal 
governments, and other JFO programs in support floodplain 
management goals. 

D-3 
  

68. Assess stakeholder training needs and requests. D-3   

69. Monitor Crew activities to ensure that identified mitigation 
opportunities are implemented. D-3   

70. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

71. Select and provide guidance to staff to participate in public 
meetings. D-3   

72. Maintain case files for critical issues or issues requiring significant 
management and follow-up. D-3   

73. Identify effective HM operating procedures and job aids. D-3   

74. Develop operating procedures, best methods, and job aids, and 
forward to FEMA Mitigation Regional and Disaster Support 
(R&DS) for consideration as HM Standard Operating Procedure. 

D-3 
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Behavior/Activity: Lead personnel 

Competency: Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Lead through example by acting in a fair and ethical manner 
toward others and demonstrating commitment to public service. D-3   

76. Recommend to immediate supervisor proactive opportunities to 
advance goals of Crew. D-3   

77. Provide Crew members with HM Program direction. D-3   

78. Provide vision and motivation for Crew members to accomplish 
mitigation. D-3   

79. Motivate community officials to accomplish mitigation. D-3   

80. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

81. Encourage open communication and input from assigned 
personnel. D-3   

82. Foster consensus-building among assigned personnel. D-3   

83. Promote a teamwork environment that encourages individuals to 
share knowledge, work cooperatively, engage in continuous 
learning, and contribute fully to team-based efforts. 

D-3 
  

84. Recognize effective individual and team performance. D-3   

    

Behavior/Activity: Coordinate program delivery of crew 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Provide expertise on coastal zone floodplain management 
including Coastal Barrier Resources Act (COBRA), FEMA’s 
Coastal Construction Manual, and tsunami inundation mapping. 

D-3 
  

86. Provide technical expertise on floodway standards and other high-
risk flooding, such as flash flood areas, fluctuating lake levels, ice 
jam flooding, mudflows, alluvial fan flooding, closed lake basins, 
and areas of special consideration. 

D-3 
  

87. Address potential impacts caused by unsafe levees and dams, high 
velocities, and debris flows. D-3   
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88. Coordinate floodplain management concerns (e.g., coastal, 
COBRA, riverine, advisory mapping) with insurance specialists. D-3   

89. Provide technical assistance to local officials with respect to post-
disaster FPM compliance in accordance with 44 CFR Part 60.3. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

90. Negotiate the time of transition. I   

91. Provide for adequate overlap to ensure efficient transfer of duties. I   

92. Brief replacement on current situation. I   

93. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

94. Ensure that an effective transition of duties is accomplished. I   

95. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

96. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

97. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

98. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

99. Obtain performance appraisal from supervisor. I   

100. Report to the Training Unit upon completion of training 
assignment. I   

101. Make return travel arrangements. I   

102. Prepare the final travel voucher. I   

103. Return accountable property to the Accountable Property Office 
(APO). I   

104. Submit final timesheet, appraisal form, and travel voucher. I   

105. Check out with the Automated Deployment Database (ADD). I   

106. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Floodplain Management Crew Leader (FPCL) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Floodplain Management Crew Leader (FPCL) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Floodplain Management Crew Leader (FPCL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Floodplain Management Specialist Expert 
(FPEX) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

12. Advise co-workers of potentially hazardous situations where 
appropriate. I   

13. Use personal protective equipment (PPE) when issued. I   

14. Safeguard property and equipment. I   

15. Provide current information for the call-down roster. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

17. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

18. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

19. Share current information with co-workers and immediate 
supervisor. D-3   

20. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   
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22. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

23. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Gather, review, and analyze complex disaster-related information 

Competency: Analysis/Reasoning (C2); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend and extract information that impacts floodplain 
management at scheduled briefings (e.g., HM Branch, all hands, 
functional) and debriefings, as required by immediate supervisor. 

D-3 
  

25. Review Federal Coordinating Officer operational priorities and 
State/FEMA HM Strategy for critical program issues that impact 
floodplain management. 

D-3 
  

26. Coordinate with immediate supervisor to identify potentially 
controversial State and local hazard mitigation priority activities. D-3   

27. Review incident data collected to identify targeted areas for 
advanced level mitigation opportunities. D-3   

28. Analyze community information data from Community 
Information System (CIS) for applicability to HM Strategy 
priorities. 

D-3 
  

29. Review key objectives and strategies and make recommendations 
for program priorities. D-3   

30. Coordinate the collection of technical data (e.g., perishable data, 
hazard maps, Flood Insurance Rate Maps (FIRM)). D-3   

    

Behavior/Activity: Communicate complex HM program information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Develop a communication strategy for addressing a hostile 
audience. D-3   
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32. Provide guidance on complex floodplain management issues at 
internal (e.g., Joint Field Office Program areas) and external 
meetings (e.g., State and local briefings, Town Hall Meetings, 
Speaker's Bureau meetings) and briefings, as directed by 
immediate supervisor. 

D-3 

  

33. Translate highly technical information for understanding and use 
by non-technical audiences. D-3   

34. Provide input for Incident Action Plan. D-3   

    

Behavior/Activity: Establish and maintain effective working relationships 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Coordinate with appropriate individuals to ensure that floodplain 
management activities are developed in conformance with HM 
Strategy. 

D-3 
  

36. Follow established protocols to work with External Affairs-
Congressional to provide input into complex and controversial 
mitigation-related inquiries (e.g., citizen inquiries, Congressional 
Offices, HM Regional and/or Headquarters coordination) as 
assigned by immediate supervisor. 

D-3 

  

37. Coordinate with Regional floodplain specialist and Headquarters 
local officials, trade associations, and staff to resolve challenging 
issues. 

D-3 
  

38. Implement key objectives and strategies in coordination with the 
State National Flood Insurance Program Coordinator. D-3   

    

Behavior/Activity: Advise and guide on complex HM program concepts, rules, regulations, and processes 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Provide floodplain management technical expertise to internal and 
external stakeholders on complex and controversial matters. D-3   

40. Provide subject matter expertise on complex mitigation issues. D-3   

41. Facilitate internal or external training as requested or needed for 
post-disaster responsibilities (e.g., elevation certificates, 
Substantial Damage Estimator, FIRM, Flood Insurance Studies 
(FIS). 

D-3 
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42. Identify effective HM operating procedures and job aids. D-3   

43. Develop operating procedures, best methods, and job aids, as 
directed. D-3   

    

Behavior/Activity: Analyze program-related data to make recommendations and identify problems 

Competency: Analysis/Reasoning (C2); Decision Making & Judgment (C7); Advance Mitigation 
Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Identify issues or trends in community’s administrative process to 
enforce Flood Damage Prevention Ordinances and refer issues or 
trends to immediate supervisor (e.g., floodplain development 
permitting process, flood maps, FIS). 

D-3 
  

    

Behavior/Activity: Implement advanced HM program processes 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Apply regulations and FEMA policies to resolve complex Hazard 
Mitigation program issues (e.g., 44 CFR, HM guidance 
documents). 

D-3 
  

46. Assist participating communities with complex post-disaster 
compliance issues, with special emphasis on repetitive loss and 
substantial damage. 

D-3 
  

47. Perform complex or non-routine onsite inspections (e.g., 
compliance issues, substantial damage), as needed or requested. D-3   
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Behavior/Activity: Demonstrate expert capability to use applicable systems, tools, and equipment 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Use and teach technology tools and systems necessary to 
accomplish floodplain management activities. D-3   

• BureauNet 
• CIS 
• National Tool 
• Geographic Information Systems (GIS) 
• Map Service Center 

   

    

Behavior/Activity: Analyze and interpret HM program policy 

Competency: Analysis/Reasoning (C2); Decision Making & Judgment (C7); Advance Mitigation 
Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Research, analyze, and interpret policy papers issued by 
Headquarters. D-3   

50. Develop position papers for Region and Headquarters requiring 
policy determination. D-3   

• Mapping 
• Compliance 

   

    

Behavior/Activity: Manage multiple complex projects and/or assignments 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Assess the workload. D-3   

• Review previous, current, and future workload 
• Determine resources needed 

   

52. Develop plan to complete assignments. D-3   

53. Develop timeline for plan to manage multiple projects. D-3   

54. Recommend prioritization of projects to immediate supervisor. D-3   
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55. Implement plan for projects or assignments. D-3   

Behavior/Activity: Coach or mentor staff on HM program-related issues 

Competency: Interpersonal Skills (C14); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Train and mentor other team members as directed by immediate 
supervisor. D-3   

    

Behavior/Activity: Provide HM program advice and guidance in multiple regions 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Provide floodplain management advice and guidance in a 
minimum of three Regions. D-3   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

58. Obtain the time of transition from immediate supervisor. I   

59. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

60. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

61. Obtain performance appraisal from supervisor. I   

62. Report to the Training Unit upon completion of training 
assignment. I   

63. Make return travel arrangements. I   

64. Prepare the final travel voucher. I   

65. Return accountable property to the Accountable Property Office 
(APO). I   

66. Submit final timesheet, appraisal form, and travel voucher. I   

67. Check out with the Automated Deployment Database (ADD). I   

68. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Floodplain Management Specialist Expert 
(FPEX) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Floodplain Management Specialist Expert 
(FPEX) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Floodplain Management Specialist Expert 
(FPEX) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Floodplain Management Specialist (FPSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

9. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

11. Advise co-workers of potentially hazardous situations where 
appropriate. I   

12. Use personal protective equipment (PPE) when issued. I   

13. Safeguard property and equipment. I   

14. Provide current information for the call-down roster. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

16. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

17. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

18. Share current information with co-workers and immediate 
supervisor. D-3   

19. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   
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21. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

22. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Gather, review, and organize disaster-related information for analysis and decision 
making 

Competency: Analysis/Reasoning (C2); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Attend and participate in internal and external meetings, as 
assigned. D-3   

24. Obtain and review Federal Coordinating Officer operational 
priorities and State/FEMA HM Strategy from immediate 
supervisor. 

D-3 
  

25. Coordinate with immediate supervisor to identify State and local 
hazard mitigation priorities. D-3   

26. Obtain and review incident data collected to identify targeted areas 
for potential mitigation opportunities. D-3   

27. Obtain and review Incident Action Plan (IAP), Disaster Situation 
Reports and Preliminary Damage Assessment from immediate 
supervisor for current Incident Period. 

D-3 
  

28. Obtain Community Information System (CIS) data-entry access 
through Regional Point of Contact and perform data entry to gather 
community data and generate reports. 

D-3 
  

29. Gather data for documenting successes or lessons learned for the 
current disaster. D-3   

30. Obtain insurance-related information from HM Insurance 
Specialist to identify specific issues on affected communities (e.g., 
Community Status Book, insurance data, repetitive loss data, 
substantial damage and group flood insurance policy coverage). 

D-3 
  

31. Collect mitigation-related publications for distribution to 
stakeholders (e.g., technical bulletin series, building performance 
publications). 

D-3 
  

32. Obtain community demographics from resources for mitigation 
opportunities and compliance (e.g., Community Relations, 
Individual Assistance (IA), State representatives). 

D-3 
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Behavior/Activity: Communicate HM program information 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Share HM Program information across the HM Branch to support 
the HM Strategy. D-3   

34. Communicate with internal partners (e.g., IA, Public Assistance, 
Small Business Administration). D-3   

35. Produce program information and communicate with external 
audiences (e.g., professional organizations, private and nonprofit 
entities, public). 

D-3 
  

36. Participate in community education and outreach activities, 
including public meetings to provide floodplain management 
information, as assigned. 

D-3 
  

37. Use customer service techniques (e.g., active listening, empathy, 
compassion) to communicate mitigation information to the public. D-3   

38. Provide input for IAP through the Operational Planning Worksheet 
(ICS 215). D-3   

    

Behavior/Activity: Establish and maintain effective working relationships 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Coordinate with HM Planning Crew to ensure that the floodplain 
management activities are developed in conformance with 
mitigation plans. 

D-3 
  

40. Work with State National Flood Insurance Program (NFIP) 
Coordinator staff and other State counterparts (e.g., Department of 
Community and Economic Development, Environmental 
Resources Agency). 

D-3 
  

41. Work with local officials, such as city/county councils, building 
officials, and floodplain managers in coordination with the State. D-3   

42. Promote participation in the NFIP Community Rating System. D-3   

43. Consult with FEMA Regional Office floodplain management staff 
concerning ongoing issues and the communities’ floodplain 
management history. 

D-3 
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Behavior/Activity: Advise and guide on HM program concepts, rules, regulations, and processes 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14); Advance Mitigation Programs 
(T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Provide basic technical assistance to internal and external partners 
on floodplain management (e.g., completing floodplain 
determinations for proposed temporary housing sites). 

D-3 
  

45. Serve as subject matter specialist on behalf of the Group on issues 
or problems, as assigned by immediate supervisor. D-3   

46. Identify internal or external training as requested or needed for 
post-disaster responsibilities (e.g., Substantial Damage Estimator 
(SDE), Coastal Construction, EMI field-deployed floodplain 
management training). 

D-3 
  

47. Promote enrollment of non-participating communities in the NFIP. D-3   

    

Behavior/Activity: Analyze program-related data to make recommendations and identify problems 

Competency: Communication-Verbal (C4); Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Review community’s administrative process to enforce Flood 
Damage Prevention Ordinances and refer issues or trends to 
immediate supervisor (e.g., floodplain development permitting 
process, flood maps, Flood Insurance Studies). 

D-3 
  

    

Behavior/Activity: Implement HM program processes 

Competency: Knowledge of Program & Technical Protocols (C15); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Consult program regulations and FEMA policies concerning 
Hazard Mitigation (e.g., 44 CFR, HM functional/program policy 
documents, HM guidance documents). 

D-3 
  

50. Respond to inquiries from internal and external partners in a timely 
manner with accurate information. D-3   

51. Assist participating communities with post-disaster compliance 
issues, with special emphasis on repetitive loss and substantial 
damage. 

D-3 
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52. Perform onsite inspections (e.g., compliance issues, substantial 
damage), as needed or requested. D-3   

53. Provide flood map determinations for internal Joint Field Office 
customers. D-3   

    

Behavior/Activity: Demonstrate capability to use applicable systems, tools, and equipment 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Access and use special FEMA NFIP systems (e.g., National Tool, 
CIS, NFIP Policy Database). D-3   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Obtain the time of transition from immediate supervisor. I   

56. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

57. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

58. Obtain performance appraisal from supervisor. I   

59. Report to the Training Unit upon completion of training 
assignment. I   

60. Make return travel arrangements. I   

61. Prepare the final travel voucher. I   

62. Return accountable property to the Accountable Property Office 
(APO). I   

63. Submit final timesheet, appraisal form, and travel voucher. I   

64. Check out with the Automated Deployment Database (ADD). I   

65. Check out with the IT Service Manager in the Communication 
Unit. I   
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EO 11988 (Floodplain Management)/11990 (Protection of Wetlands) Specialty 

Behavior/Activity: Advise and provide technical assistance on Floodplain Management (Executive Order 
11988) and Protection of Wetlands (Executive Order 11990) activities 

Competency: Communication-Verbal (C4); Decision Making & Judgment (C7); Advance Mitigation 
Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Provide information on the function and benefits of floodplains 
and wetlands, and the connection to Executive Order (EO) 11988 
and EO 11990. 

D-3 
  

2. Explain how 44 CFR Part 9 implements the principles of EO 
11988 and EO 11990 through the 8-step decision-making process. D-3   

3. Apply the 8-step decision-making process to examples of FEMA 
actions in floodplains and/or wetlands. D-3   

4. Recognize critical actions and the higher standards of protection 
which apply. D-3   

 

Coastal Floodplain Management Specialty    

Behavior/Activity: Advise and provide technical assistance on coastal floodplain management-related 
activities 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Act as resource on coastal zone floodplain management including 
Coastal Barrier Resources Act, Otherwise Protected Areas, 
FEMA’s Coastal Construction Manual, and tsunami inundation 
mapping. 

D-3 
  

2. Coordinate coastal insurance concerns with HM Insurance 
Specialist. D-3   

3. Address potential impacts caused by unsafe levees. D-3   
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Substantial Damage Specialty    

Behavior/Activity: Advise and provide technical assistance on substantial damage floodplain management-
related activities 

Competency: Analysis/Reasoning (C2); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Assist communities in determining level of service needed. D-3   

2. Provide technical assistance to communities collecting substantial 
damage data using the SDE software. D-3   

3. Provide liaison to community during data collection of damage by 
FEMA staff. D-3   

4. Collect damage data using the SDE software. D-3   

5. Perform quality control checks of damage data. D-3   

6. Deliver accurate damage data to communities in a timely manner 
and provide follow-on technical assistance as needed. D-3   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 

  



HM FLOODPLAIN MANAGEMENT SPECIALIST (FPSP) 21 November 2011, Revised 

16 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Evaluation Record 

 
TRAINEE NAME 

HM Floodplain Management Specialist (FPSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Floodplain Management Specialist (FPSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 



HM FLOODPLAIN MANAGEMENT SPECIALIST (FPSP) 21 November 2011, Revised 

18 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Floodplain Management Specialist (FPSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Floodplain Management Task Force Leader 
(FPTL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate Forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

11. Maintain appropriate span of control. I   

12. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

14. Recognize and communicate potentially hazardous situations. D-3   

15. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

16. Verify that special precautions are taken when hazards exist. D-3   

17. Use personal protective equipment (PPE) when issued. D-3   

18. Safeguard property and equipment. D-3   
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19. Provide current information for the call-down roster. D-3   

20. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Incident Command System (ICS) Concepts (C12); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

22. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

23. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

24. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

25. Make any necessary organizational adjustments. D-3   

26. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

27. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Manage the collection, distribution, and maintenance of HM disaster-related information 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Ensure reporting-up of the data collected by Crews. D-3   

29. Share information with Crew Leaders and Branch staff. D-3   
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30. Facilitate information sharing among Crews. D-3   

31. Ensure coordination with HM Data Integration Specialist. D-3   

32. Maintain data collection for functional area (e.g., arrange contact 
support for data analysis, negotiate contract support). D-3   

    

Behavior/Activity: Communicate HM program information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Direct the presentation of floodplain management information to 
community officials and with the media. Follow established 
protocols to coordinate media interaction with External Affairs 
(EA). 

D-3 
  

34. Create and provide disaster-specific guidance on Floodplain 
Management and Insurance issues at internal and external meetings 
and briefings, as requested by immediate supervisor. 

D-3 
  

    

Behavior/Activity: Establish and maintain strategic partnerships to advance mitigation goals and objectives 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Engage internal Joint Field Office (JFO) partners (EA, Individual 
Assistance, Public Assistance, Environmental Planning and 
Historic Preservation) in developing strategies to include 
mitigation practices into all disaster recovery programs. 

D-3 
  

36. Maintain lines of communication with appropriate State, Tribal, 
and local officials, Regional staff, and FEMA Headquarters 
personnel, in consultation with immediate supervisor, to ensure 
unity of effort. 

D-3 
  

37. Coordinate goals and strategies with other HM Task Force Leaders 
and disseminate to Crew Leaders. D-3   

38. Promote understanding of floodplain management throughout 
organization. D-3   

39. Coordinate Floodplain Management Task Force activities with 
Regional Insurance Liaison and Branch Chief as necessary. D-3   
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40. Coordinate/partner with the State National Flood Insurance 
Program (NFIP) Coordinator to identify Floodplain Management 
opportunities related to this disaster (e.g., NFIP compliance, 
opportunities for communities to reduce flood risk through 
Floodplain Management, require substantially damaged structures 
to meet Floodplain Management ordinances, meet requirements for 
Community Rating System points, repetitive loss). 

D-3 

  

    

Behavior/Activity: In coordination with other task force leaders, develop FPM and Insurance Group 
functional plan to advance the HM strategy 

Competency: Interpersonal Skills (C14); Planning & Organizing (20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Develop functional plan in support of the FEMA-State HM 
Strategy by identifying activities that will directly contribute to the 
achievement of HM Strategy objectives established mutually by 
the State, Tribes, and FEMA. 

D-3 
  

42. Prioritize Task Force activities based on functional plan. D-3   

43. Maintain a “big picture” perspective when developing and 
executing the functional plan. D-3   

    

Behavior/Activity: Manage task force activities in support of HM strategy 

Competency: Decision Making & Judgment (C7); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Manage staff to carry out Task Force objectives appropriate to the 
operational period. D-3   

45. Promote understanding and provide direction in implementing 
Task Force functional plan. D-3   

46. Communicate to supervisors and employees how ongoing 
activities of the Task Force are both appropriate to the Incident 
Action Plan and in support of the HM Strategy. 

D-3 
  

47. Oversee the integration of all Task Force outreach and technical 
assistance activities and the way they are delivered to 
communities. 

D-3 
  

48. Manage stakeholder training needs and requests. D-3   

49. Successfully manage all Crews in Floodplain Management and 
Insurance. D-3   
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Behavior/Activity: Lead personnel 

Competency: Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Recommend to immediate supervisor proactive opportunities to 
advance goals of Task Force. D-3   

51. Provide Crew Leaders and Task Force members with HM Program 
direction. D-3   

52. Provide vision and motivation for Crew Leaders and Task Force 
members to accomplish mitigation. D-3   

53. Engage community officials to accomplish mitigation. D-3   

54. Recognize effective individual and Task Force performance. D-3   

    

Behavior/Activity: Oversee and ensure delivery of HM program 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Guide the implementation of the Floodplain Management and 
Insurance functional plan within the Task Force. D-3   

56. Ensure compliance with the NFIP, applicable Executive Orders, 
insurance regulations, and building codes. D-3   

57. Oversee the dissemination of NFIP and other applicable insurance 
information to other programs in the JFO. D-3   

58. Ensure the provision of technical assistance to other JFO programs 
to facilitate Floodplain Management and Insurance and NFIP 
program objectives. 

D-3 
  

59. Ensure the provision of technical assistance to States and 
communities in post-disaster NFIP compliance issues and 
opportunities. 

D-3 
  

60. Encourage and provide support to communities to update and 
adopt ordinances in support of NFIP requirements. D-3   

61. Oversee the delivery of flood map determinations for internal JFO 
customers. D-3   

62. Provide Congressional constituent services on Floodplain 
Management and Insurance issues as directed. D-3   
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63. If applicable, initiate support to communities for Substantial 
Damage Estimation to meet specific needs of affected 
communities. 

D-3 
  

64. If indicated by the scope of the damage, community capability, and 
FEMA resources, assist in development of Statement of Work for 
contractor to provide residential damage estimation support, 
selection and calibration training of contractor and FEMA staff. 

D-3 
  

65. Ensure staff has access to NFIP policy database through Regional 
approval process. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

66. Negotiate the time of transition. I   

67. Provide for adequate overlap to ensure efficient transfer of duties. I   

68. Brief replacement on current situation. I   

69. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

70. Ensure that an effective transition of duties is accomplished. I   

71. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

73. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

74. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Obtain performance appraisal from supervisor. I   

76. Report to the Training Unit upon completion of training 
assignment. I   

77. Make return travel arrangements. I   

78. Prepare the final travel voucher. I   

79. Return accountable property to the Accountable Property Office 
(APO). I   

80. Submit final timesheet, appraisal form, and travel voucher. I   

81. Check out with the Automated Deployment Database (ADD). I   

82. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Floodplain Management Task Force Leader 
(FPTL) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Floodplain Management Task Force Leader 
(FPTL) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Floodplain Management Task Force Leader 
(FPTL) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Grants and Planning Group Supervisor (GPGS) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 

  



HM GRANTS AND PLANNING GROUP SUPERVISOR (GPGS) 21 November 2011, Revised 

2 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. E   

6. Obtain agency identification (badge) or other government-issued 
identifications. E   
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7. Obtain additional job-required equipment or supplies. E   

• Computer 
• Cellular, desk phone, satellite phone, radio, etc. 
• Handheld GPS, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 
• Obtain current Incident Action Plan (IAP), if available 
• Obtain schedule of appropriate meetings or conference calls 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current state and local 

priorities 
• Reporting requirements of the branches (essential elements of 

information [EEI]) 

   

11. Identify topics, issues and concerns of potential relevance to your 
assignment. I   

  



21 November 2011, Revised HM GRANTS AND PLANNING GROUP SUPERVISOR (GPGS) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 7 

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

24. Notify the Safety Officer of any accidents. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

• Incident objectives 
• Coordination needs at the division level 
• Coordination needs at the state and local level 

   

26. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

27. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

28. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

29. Make any necessary organizational adjustments. D-3   

30. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

31. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Participate in the incident action planning process when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Coordinate with the program’s Branch Director to prepare for the 
Operations Tactics meeting. D-3   

33. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-3   
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34. Ensure that task descriptions provide clear, concise direction and 
performance expectations that support the incident objectives. D-3   

35. Ensure that accurate operational information is included on the ICS 
215. D-3   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

36. Attend the Operations Tactics meeting if requested. D-3   

    

Behavior/Activity: Manage the collection, distribution, and maintenance of HM disaster-related information 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Ensure reporting-up of the data collected by Group. D-3   

38. Share information with Group managers and staff. D-3   

39. Facilitate information sharing among Group members. D-3   

40. Ensure coordination with HM Data Integration Specialist. D-3   

41. Maintain data collection for functional area (e.g., arrange contact 
support for data analysis, negotiate contract support). D-3   

    

Behavior/Activity: Communicate HM program information under stressful situations 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Direct the presentation of HM Grants information to community 
officials and with the media. Follow established protocols to 
coordinate media interaction with External Affairs (EA). 

D-3 
  

43. Create and provide HM Grants and Planning information at 
internal meetings and briefings, as directed by immediate 
supervisor. 

D-3 
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44. Brief Federal Coordination Officer (FCO)/State Coordinating 
Officer on Hazard Mitigation Grant Program (HMGP) issues at the 
request of the Immediate supervisor. 

D-3 
  

45. Advise State Hazard Mitigation Officer on early and ongoing 
HMGP estimate. D-3   

    

Behavior/Activity: Establish and maintain strategic partnerships to advance mitigation goals and objectives 

Competency: Interpersonal Skills (C14); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Engage internal Joint Field Office partners (EA, Individual 
Assistance, Public Assistance, Environmental and Historic 
Preservation) in developing strategies to include mitigation 
practices into all disaster recovery programs. 

D-3 
  

47. Maintain lines of communication with appropriate State, Tribal, 
and local officials, Regional staff, and FEMA Headquarters 
personnel, in consultation with immediate supervisor, to ensure 
unity of effort. 

D-3 
  

48. Coordinate goals and strategies with other Group Supervisor and 
disseminate to Task Force Leaders. D-3   

49. Promote understanding of HM Grants and Planning functions 
throughout organization D-3   

50. Coordinate Group activities with Regional Branch Chiefs as 
necessary. D-3   

51. Ensure collaboration with the State and Tribes to develop and 
implement HM Grants and Planning goals, objectives, innovative 
strategies, and activities in support of FEMA, State, Tribal, and 
local mitigation priorities. 

D-3 
  

    

Behavior/Activity: In coordination with other group supervisors and branch director, develop Grants and 
Planning Group functional plan to advance the HM strategy 

Competency: Interpersonal Skills (C`14); Planning & Organizing (C20); Advance Mitigation Programs 
(T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Develop functional plan in support of the FEMA-State HM 
Strategy by identifying activities that will directly contribute to the 
achievement of HM Strategy objectives established mutually by 
the State, Tribes, and FEMA. 

D-3 
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53. Prioritize Group activities based on functional plan. D-3   

54. Maintain a “big picture” perspective when developing and 
executing the functional plan. D-3   

    

Behavior/Activity: Manage group activities in support of HM strategy 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Manage staff to carry out Group objectives appropriate to the 
operational period. D-3   

56. Promote understanding and provide direction in implementing 
Group functional plan. D-3   

57. Communicate to supervisors and employees how ongoing 
activities of the Group are both appropriate to the Incident Action 
Plan and in support of the HM Strategy. 

D-3 
  

58. Oversee the integration of all Group outreach and technical 
assistance activities and the way they are delivered to 
communities. 

D-3 
  

59. Manage stakeholder training needs and requests. D-3   

60. Successfully manage Task Forces and all Crews in HM Grants and 
Planning. D-3   

    

Behavior/Activity: Lead personnel 

Competency: Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

61. Recommend to immediate supervisor proactive opportunities to 
advance goals of the Grants and Planning Group. D-3   

62. Provide Task Force Leaders with HM program direction. D-3   

63. Provide vision and motivation for all Group members to 
accomplish mitigation. D-3   

64. Engage community officials to accomplish mitigation. D-3   

65. Recognize effective individual and Group performance. D-3   
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Behavior/Activity: Oversee and ensure delivery of HM program 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

66. Guide the implementation of the Grants and Planning functional 
plan within Group. D-3   

67. Review Preliminary Damage Assessments and other disaster data 
to determine extent and location of damages and type of projects 
that may need to be developed for both HM Grants and Planning 
programs. 

D-3 
  

68. Review Preliminary Damage Assessments and other disaster data 
to verify existing or in-process risk assessments reflect community 
vulnerability. 

D-3 
  

69. Determine disaster-specific direction of the HMGP and PA 406 
Mitigation to support the HM Strategy for the disaster. D-3   

70. Make recommendations for direction of HMGP program to support 
the HM Strategy for the disaster. D-3   

71. Assist State to meet HMGP prerequisites, including the review and 
update of the State and Tribal Administrative Plans. D-3   

72. Identify needs and ensure technical assistance is provided to States, 
Tribes, and local communities on HM grants and planning. D-3   

73. Ensure HMGP project applications are consistent with goals and 
objectives of FEMA-approved hazard mitigation plans. D-3   

74. Provide oversight and help build capacity for State and Tribes for 
financial management of HMGP. D-3   

75. Confer with State and Tribes to determine their staffing capability 
in regard to HMGP outreach, application development, and project 
review. 

D-3 
  

76. Coordinate with comptroller, FCO, and immediate supervisor to 
identify early and ongoing HMGP estimates. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

77. Negotiate the time of transition. I   

78. Provide for adequate overlap to ensure efficient transfer of duties. I   
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79. Brief replacement on current situation. I   

80. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

81. Ensure that an effective transition of duties is accomplished. I   

82. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

83. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

84. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

85. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    
Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

86. Obtain performance appraisal from supervisor. I   

87. Report to the Training Unit upon completion of training 
assignment. I   

88. Make return travel arrangements. I   

89. Prepare the final travel voucher. I   

90. Return accountable property to Accountable Property Office 
(APO). I   

91. Submit final timesheet, appraisal form, and travel voucher. I   

92. Check out with the Automated Deployment Database (ADD). I   

93. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Grants and Planning Group Supervisor (GPGS) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Grants and Planning Group Supervisor (GPGS) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Grants and Planning Group Supervisor (GPGS) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Grants Crew Leader (GRCL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

11. Maintain appropriate span of control. I   

12. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

14. Recognize and communicate potentially hazardous situations. D-3   

15. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

16. Verify that special precautions are taken when hazards exist. D-3   

17. Use personal protective equipment (PPE) when issued. D-3   

18. Safeguard property and equipment. D-3   
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19. Provide current information for the call-down roster. D-3   

20. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

22. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

23. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

24. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

25. Make any necessary organizational adjustments. D-3   

26. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

27. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

29. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

30. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

31. Share current information with co-workers and immediate 
supervisor. D-3   

32. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Coordinate the collection, distribution, and maintenance of HM disaster-related 
information 

Competency: Manage & Organize Information (C18); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Implement the process for Crew to collect and organize data. D-3   

34. Implement the system to provide access to and share information 
with Crew members. D-3   
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35. Facilitate information sharing among Crews. D-3   

36. Work with HM Data Integration Specialist to implement the 
process for data storage and maintenance. D-3   

    

Behavior/Activity: Communicate HM program information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Develop a communication strategy for addressing a hostile 
audience. D-3   

38. Provide guidance on complex HM Grants issues at internal (e.g., 
Joint Field Office (JFO) Program areas) and external meetings 
(e.g., State and local briefings, Town Hall Meetings, Speaker's 
Bureau meetings) and briefings, as directed by immediate 
supervisor. 

D-3 

  

39. Present highly technical information for understanding and use by 
non-technical audiences. D-3   

40. Gather input from Crew for Incident Action Plan (IAP) and report 
up to immediate supervisor. D-3   

    

Behavior/Activity: Establish and maintain working relationships to ensure unity of effort 

Competency: Interpersonal Skills (C14); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Establish, cultivate, and manage internal JFO partnerships (e.g., 
External Affairs (EA), Individual Assistance, Public Assistance 
(PA), Logistics, Environmental and Historic Preservation (EHP)) 
regarding mitigation activities and opportunities for the purposes 
of situational awareness. 

D-3 

  

42. Work with State, Tribal, other Federal agencies, and private sector 
as appropriate. D-3   

43. Coordinate HM Grants goals and strategies with other HM Crew 
Leaders. D-3   

44. Coordinate with State Hazard Mitigation or Tribal staff, as 
requested by supervisor, to ensure that Hazard Mitigation Grant 
Program (HMGP) project development meets hazard mitigation 
plan requirements. 

D-3 
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Behavior/Activity: In coordination with supervisor, develop tactical plan to implement functional objectives 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Design tactical plan for Crew to include a list of essential crew 
activities (e.g., meeting with appropriate points of contact, sites 
visits for project development, data collections, community status). 

D-3 
  

46. Develop Crew calendar to include events and HM Program 
milestones. D-3   

47. Develop list and plan for the resources needed to accomplish Crew 
goals and objectives. D-3   

48. Maintain a “big picture” perspective when developing and 
executing the tactical plan. D-3   

    

Behavior/Activity: Demonstrate effective supervisory practices and principles 

Competency: Leadership (C16); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Provide clear direction, assignments, and guidance to effectively 
structure and organize work activities, maximize productivity, and 
fulfill the incident objectives. 

D-3 
  

50. Keep subordinates informed of situational awareness, the context 
in which we are operating in the JFO and communities to include 
decisions, actions, and changes that affect them. 

D-3 
  

51. Communicate job-performance requirements to subordinates. (e.g., 
work hour, rotation schedule, contact list). D-3   

52. Establish work assignments and set priorities. D-3   

53. Distribute work equitably and appropriately among team members. D-3   

54. Delegate specific authority based on the assigned tasks. D-3   

55. Execute signature authority for all required documents, as 
authorized. D-3   

56. Ensure all assigned personnel time records are complete, accurate, 
and submitted within established timeframes. D-3   

57. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

58. Continuously evaluate and acknowledge performance. D-3   
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59. Identify and reward high performance. D-3   

60. Communicate performance deficiencies immediately and take 
corrective action. D-3   

61. Prepare and discuss incident-specific performance evaluations 
using agency-approved forms with assigned personnel. D-3   

62. Complete task book assessment records and discuss the results 
with assigned personnel. D-3   

    

Behavior/Activity: Manage crew activities in support of HM strategy 

Competency: Manage Resources (C19); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Direct Crew members to carry out HM Grants objectives 
appropriate to the operational period. D-3   

64. Identify and address immediate, disaster-related HM Grants issues 
(e.g., United States Army Corps of Engineers, National Resources 
Conservation Service, insufficient financial match, lack of 
community/Tribal staff). 

D-3 
  

65. Communicate to supervisors and employees how ongoing 
activities of the Crew are both appropriate to the IAP and in 
support of the HM Strategy. 

D-3 
  

66. Implement technical assistance to the State, local, and Tribal 
governments, and other JFO programs in support HM Grants 
goals. 

D-3 
  

67. Assess stakeholder training needs and requests. D-3   

68. Monitor Crew activities to ensure that identified mitigation 
opportunities are implemented. D-3   

69. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

70. Select and provide guidance to staff to participate in public 
meetings. D-3   

71. Maintain case files for critical issues or issues requiring significant 
management and follow-up. D-3   

72. Identify effective HM operating procedures and job aids. D-3   

73. Develop operating procedures, best methods, and job aids, and 
forward to FEMA Mitigation Regional & Disaster Support 
(R&DS) for consideration as national standard operating 
procedures. 

D-3 
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Behavior/Activity: Lead personnel 

Competency: Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Lead through example by acting in a fair and ethical manner 
toward others and demonstrating commitment to public service. D-3   

75. Recommend to immediate supervisor proactive opportunities to 
advance goals of Crew. D-3   

76. Provide Crew members with HM Program direction. D-3   

77. Provide vision and motivation for Crew members to accomplish 
mitigation. D-3   

78. Motivate community officials to accomplish mitigation. D-3   

79. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

80. Encourage open communication and input from assigned 
personnel. D-3   

81. Foster consensus-building among assigned personnel. D-3   

82. Promote a teamwork environment that encourages individuals to 
share knowledge, work cooperatively, engage in continuous 
learning, and contribute fully to team-based efforts. 

D-3 
  

83. Recognize effective individual and team performance. D-3   

    

Behavior/Activity: Coordinate program delivery of crew 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Provide technical assistance to States, Tribes, and local 
governments for the development of HMGP projects consistent 
with laws, regulations, policies, and program precedents and 
requirements. 

D-3 
  

85. Review State, Tribal, and local hazard mitigation plans and submit 
recommendations for potential mitigation projects. D-3   

86. Assist the State to develop HMGP project applications that are 
consistent with goals and objectives of FEMA-approved hazard 
mitigation plans. 

D-3 
  

87. Assist the State with identifying and staffing educational and 
outreach opportunities in support of mitigation priorities. D-3   
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88. Conduct HMGP grant application workshops in coordination with 
the State. D-3   

89. Coordinate HMGP applicant and subgrantee meetings with State to 
address and resolve the development of application project issues. D-3   

90. Provide regular status reports to the immediate supervisor 
regarding application development. D-3   

91. Develop outreach activities for the HM Grants Crew that meets the 
Crew's goals and objectives. D-3   

92. Designate a subject-matter specialist to represent HM Grants and 
Planning at HMGP and PA Applicant Briefings, as appropriate. D-3   

93. Manage grant-related administrative tasks (e.g., HMGP 
Administrative Plan review, Duplication of Benefits research, 
Congressional or private inquiries). 

D-3 
  

94. Coordinate with EHP to obtain National Environmental Policy Act 
and National Historic Preservation Act (Section 106) reviews. D-3   

95. Coordinate with the HM Hazards and Performance Analysis 
(HPA) Crew Leader to use HPA data and services to facilitate 
HMGP project applications, including benefit-cost analysis and 
project and engineering technical assistance. 

D-3 
  

96. Coordinate with Congressional Affairs to develop HM Branch 
activities’ correspondence preparation related to Congressional or 
private inquiries, as requested by the Group Supervisor. 

D-3 
  

97. Monitor to ensure that the National Emergency Management 
Information System Plans Repository is updated as needed. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

98. Negotiate the time of transition. I   

99. Provide for adequate overlap to ensure efficient transfer of duties. I   

100. Brief replacement on current situation. I   

101. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

102. Ensure that an effective transition of duties is accomplished. I   

103. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

104. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

105. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

106. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

107. Obtain performance appraisal from supervisor. I   

108. Report to the Training Unit upon completion of training 
assignment. I   

109. Make return travel arrangements. I   

110. Prepare the final travel voucher. I   

111. Return accountable property to the Accountable Property Office 
(APO). I   

112. Submit final timesheet, appraisal form, and travel voucher. I   

113. Check out with the Automated Deployment Database (ADD). I   

114. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Grants Crew Leader (GRCL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Grants Crew Leader (GRCL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Grants Crew Leader (GRCL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Grants Specialist Expert (GREX) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

12. Advise co-workers of potentially hazardous situations where 
appropriate. I   

13. Use personal protective equipment (PPE) when issued. I   

14. Safeguard property and equipment. I   

15. Provide current information for the call-down roster. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

17. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

18. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

19. Share current information with co-workers and immediate 
supervisor. D-3   

20. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   
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22. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

23. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Gather, review, and analyze complex disaster-related information 

Competency: Analysis/Reasoning (C2); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend and extract information that impacts HM Grants at 
scheduled briefings (e.g., HM Branch, all hands, functional) and 
debriefings, as required by immediate supervisor. 

D-3 
  

25. Review Federal Coordinating Officer operational priorities and 
State/FEMA HM Strategy for critical HM Program issues that 
impact HM Grants. 

D-3 
  

26. Coordinate with immediate supervisor to identify potentially 
controversial State and local hazard mitigation priority activities. D-3   

27. Review incident data collected to identify targeted areas for 
advanced level mitigation opportunities. D-3   

    

Behavior/Activity: Communicate complex HM program information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Develop a communication strategy for addressing a hostile 
audience. D-3   

29. Provide guidance on complex HM Grants issues at internal (e.g., 
Joint Field Office Program areas) and external meetings (e.g., State 
and local briefings, Town Hall Meetings, Speaker's Bureau 
meetings) and briefings, as directed by immediate supervisor. 

D-3 
  

30. Translate highly technical information for understanding and use 
by non-technical audiences. D-3   

31. Provide input for Incident Action Plan. D-3   
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Behavior/Activity: Establish and maintain effective working relationships 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Discuss existing actions and projects in HM Plans and strategize 
with State, Tribal, and local partners to develop innovative 
strategies and projects. 

D-3 
  

33. Follow established protocol to work with External Affairs-
Congressional to provide input into complex and controversial 
mitigation-related inquiries (e.g., citizen inquiries, Congressional 
Offices, HM Regional and/or Headquarters coordination) as 
assigned by immediate supervisor. 

D-3 

  

34. Serve as liaison to State Mitigation staff during grant application 
development. D-3   

    

Behavior/Activity: Advise and guide on complex HM program concepts, rules, regulations, and processes 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Provide HM Program and/or operational technical expertise to 
internal and external stakeholders on complex and controversial 
matters. 

D-3 
  

36. Advise State Hazard Mitigation Grant Program (HMGP) staff and 
provide guidance on FEMA’s eligibility determinations. D-3   

37. Provide subject matter expertise on complex mitigation issues. D-3   

38. Propose resolution to project application development issues in 
conjunction with the State and subgrantees. D-3   

39. Identify effective HM operating procedures and job aids. D-3   

40. Develop operating procedures, best methods, and job aids, as 
directed. D-3   
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Behavior/Activity: Implement advanced program processes 

Competency: Interpersonal Skills (C14); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Apply regulations and FEMA Guidance to resolve complex Hazard 
Mitigation program (e.g., 44 Code of Federal Regulations, 
National Emergency Management Information System (NEMIS) 
entry). 

D-3 
  

42. Assist with the preparation, revision, and review of the 
Administrative Plan process for HMGP. D-3   

43. Obtain eligibility determinations from the Environmental and 
Historic Preservation staff. D-3   

44. Demonstrate Benefit Cost Analysis (BCA) methods with 
appropriate module. D-3   

45. Analyze project eligibility. D-3   

46. Track grant review development process and work with Regional 
Office/State Hazard Mitigation Officer to resolve any issues 
regarding application development. 

D-3 
  

47. Prepare for and conduct workshops and outreach activities as 
assigned by immediate supervisor. D-3   

    

Behavior/Activity: Demonstrate expert capability to use applicable systems, tools, and equipment 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Use and explain FEMA technology tools and systems (e.g., BCA 
software, NEMIS, Data Warehouse, Risk Assessment Tool). D-3   

    
Behavior/Activity: Analyze and interpret program policy 

Competency: Analysis/Reasoning (C2); Decision Making & Judgment (C7); Advance Mitigation 
Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Research, analyze, and interpret policy papers issued by 
Headquarters. D-3   

50. Develop position papers for Region and Headquarters requiring D-3   
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policy determination. 

Behavior/Activity: Manage multiple complex projects and/or assignments 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Assess the workload. D-3   

• Review previous, current, and future workload 
• Determine resources needed 

   

52. Develop plan to complete assignments. D-3   

53. Develop timeline for plan to manage multiple projects. D-3   

54. Recommend prioritization of projects to immediate supervisor. D-3   

55. Implement plan for projects or assignments. D-3   

    

Behavior/Activity: Coach or mentor staff on program-related issues 

Competency: Interpersonal Skills (C14); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Train and mentor other team members on HMGP required tasks: D-3   

• Duplication of Benefits research 
• Eligibility determinations 
• BCA 
• Scope of work 
• Duplication of programs 

   

57. Provide feedback to immediate supervisor regarding training and 
mentoring activities. D-3   

    

Behavior/Activity: Provide program advice and guidance in multiple regions 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

58. Provide HM Grants advice and guidance in a minimum of three 
Regions. D-3   
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Behavior/Activity: Provide program advice and guidance in multiple hazards 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

59. Provide hazard program advice and guidance in three different 
hazards, selecting from: flood, fire, earthquake, hurricane, tornado. D-3   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

60. Obtain the time of transition from immediate supervisor. I   

61. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

62. Notify immediate supervisor when transition is complete. I   

    
Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Obtain performance appraisal from supervisor. I   

64. Report to the Training Unit upon completion of training 
assignment. I   

65. Make return travel arrangements. I   

66. Prepare the final travel voucher. I   

67. Return accountable property to the Accountable Property Office 
(APO). I   

68. Submit final timesheet, appraisal form, and travel voucher. I   

69. Check out with the Automated Deployment Database (ADD). I   

70. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Grants Specialist Expert (GREX) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Grants Specialist Expert (GREX) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Grants Specialist Expert (GREX) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Grants Specialist (GRSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   



HM GRANTS SPECIALIST (GRSP) 21 November 2011, Revised 

6 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

12. Advise co-workers of potentially hazardous situations where 
appropriate. I   

13. Use personal protective equipment (PPE) when issued. I   

14. Safeguard property and equipment. I   

15. Provide current information for the call-down roster. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

17. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

18. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

19. Share current information with co-workers and immediate 
supervisor. D-3   

20. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   
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22. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

23. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Gather, review, and organize disaster-related information for analysis and decision 
making 

Competency: Analysis/Reasoning (C2); Researching Information (C21)  

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend and participate in internal and external meetings, as 
assigned. D-3   

25. Obtain and review Federal Coordinating Officer operational 
priorities, State/FEMA HM Strategy, and HM Administrative Plan 
for the disaster from immediate supervisor. 

D-3 
  

26. Coordinate with immediate supervisor to identify State and local 
hazard mitigation priorities. D-3   

27. Obtain and review the State Hazard Mitigation Plan (State HM 
Plan) and any local Hazard Mitigation Plans (HM Plans) in 
assigned areas. 

D-3 
  

28. Obtain and review incident data collected (e.g., Preliminary 
Damage Assessment) to identify targeted areas for potential 
mitigation opportunities. 

D-3 
  

29. Obtain and review Incident Action Plan (IAP) and Disaster 
Situation Reports from immediate supervisor for current Incident 
Period. 

D-3 
  

    

Behavior/Activity: Communicate HM program information 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Share program information across the HM Branch to support the 
HM Strategy. D-3   

31. Communicate with internal partners (e.g., Individual Assistance, 
Public Assistance, Small Business Administration, Community 
Relations). 

D-3 
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32. Produce HM Program information and communicate with external 
audiences (e.g., professional organizations, private and nonprofit 
entities, public). 

D-3 
  

33. Provide input for IAP through the Operational Planning Worksheet 
(ICS 215). D-3   

    

Behavior/Activity: Establish and maintain effective working relationships 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Coordinate with HM Planning Crew to ensure that Hazard 
Mitigation Grant Program (HMGP) project applications are being 
developed in conformance with the hazard mitigation plans. 

D-3 
  

35. Coordinate with National Flood Insurance Program (NFIP) to 
ensure that the HMGP project application is being developed in 
compliance and in conformance with NFIP regulations. 

D-3 
  

36. Coordinate with NFIP and review Community Status Book to 
determine HMGP project application eligibility. D-3   

37. Coordinate with Environmental and Historic Preservation (EHP) to 
ensure the HMGP application is being completed in compliance 
with environmental regulations. 

D-3 
  

    

Behavior/Activity: Advise and guide on HM program concepts, rules, regulations, and processes 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14); Advance Mitigation Programs 
(T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Provide basic grant program and/or operational technical 
assistance to internal and external stakeholders. D-3   

39. Assist State HMGP staff with application of HMGP regulations 
and procedures. D-3   

40. Assist State HMGP staff in the HMGP application process. D-3   
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Behavior/Activity: Implement the HM program processes 

Competency: Knowledge of Program & Technical Protocols (C15); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Consult program regulations and FEMA policies concerning the 
HMGP (e.g., 44 Code of Federal Regulations, Parts 206 and 13, 
HM functional/program policy documents, HM guidance 
documents). 

D-3 
  

42. Respond to inquiries from internal and external partners in a timely 
manner with accurate information. D-3   

43. Coordinate with senior HMGP staff to obtain Benefit Cost 
Analysis determination from HM Hazards and Performance 
Analysis Specialist. 

D-3 
  

44. Conduct or assist with Duplication of Benefits research as needed. D-3   

45. Coordinate with EHP staff to obtain National Environmental 
Policy Act and National Historic Preservation Act Section 106 
reviews, as assigned by immediate supervisor. 

D-3 
  

46. Provide regular status reports to immediate supervisor for FEMA 
management and State Hazard Mitigation Officer regarding 
HMGP application development and technical assistance progress. 

D-3 
  

47. Assist in preparation and delivery of workshops and outreach 
activities (e.g., materials, talking points, information technology 
requirements, visual aids), as assigned by immediate supervisor. 

D-3 
  

    

Behavior/Activity: Demonstrate capability to use applicable systems, tools, and equipment 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Monitor and maintain HM Grant database. D-3   

49. Access and use FEMA technology tools and systems (e.g., 
National Emergency Management Information System (NEMIS), 
Data Warehouse). 

D-3 
  

50. Identify the need for and potential delivery of training related to 
Hazard Mitigation Assistance application development and 
NEMIS. 

D-3 
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Obtain the time of transition from immediate supervisor. I   

52. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

53. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Obtain performance appraisal from supervisor. I   

55. Report to the Training Unit upon completion of training 
assignment. I   

56. Make return travel arrangements. I   

57. Prepare the final travel voucher. I   

58. Return accountable property to the Accountable Property Office 
(APO). I   

59. Submit final timesheet, appraisal form, and travel voucher. I   

60. Check out with the Automated Deployment Database (ADD). I   

61. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Grants Specialist (GRSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Grants Specialist (GRSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Grants Specialist (GRSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Grants Task Force Leader (GRTL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 

  



HM GRANTS TASK FORCE LEADER (GRTL) 21 November 2011, Revised 

2 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate Forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

11. Maintain appropriate span of control. I   

12. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

14. Recognize and communicate potentially hazardous situations. D-3   

15. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

16. Verify that special precautions are taken when hazards exist. D-3   

17. Use personal protective equipment (PPE) when issued. D-3   

18. Safeguard property and equipment. D-3   
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19. Provide current information for the call-down roster. D-3   

20. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Incident Command  System (ICS) Concepts (C12); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

22. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

23. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

24. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

25. Make any necessary organizational adjustments. D-3   

26. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

27. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Manage the collection, distribution, and maintenance of HM disaster-related information 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Ensure reporting-up of the data collected by Crews. D-3   

29. Share information with Crew Leaders and Branch staff. D-3   
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30. Facilitate information sharing among Crews. D-3   

31. Ensure coordination with HM Data Integration Specialist. D-3   

32. Maintain data collection for functional area (e.g., arrange contact 
support for data analysis, negotiate contract support). D-3   

    

Behavior/Activity: Communicate HM program information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Direct the presentation of HM Grants information to community 
officials and with the media. Follow established protocols to 
coordinate media interaction with External Affairs (EA). 

D-3 
  

34. Create and provide HM Grants information at internal meetings 
and briefings, as directed by immediate supervisor. D-3   

35. Brief Federal Coordination Officer (FCO)/State Coordinating 
Officer on Hazard Mitigation Grant Program (HMGP) issues at the 
request of the immediate supervisor. 

D-3 
  

    

Behavior/Activity: Establish and maintain strategic partnerships to advance mitigation goals and objectives 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Engage internal Joint Field Office partners (EA, Individual 
Assistance, Public Assistance (PA), Environmental and Historic 
Preservation, Emergency Support Function-14) in developing 
strategies to include mitigation practices into all disaster recovery 
programs. 

D-3 

  

37. Maintain lines of communication with appropriate State, Tribal, 
and local officials, Regional staff, and FEMA Headquarters 
personnel, in consultation with immediate supervisor, to ensure 
unity of effort. 

D-3 
  

38. Coordinate goals and strategies with other HM Task Force Leaders 
and disseminate to Crew Leaders. D-3   

39. Promote understanding of HM Grants functions throughout 
organization D-3   

40. Coordinate Task Force activities with Regional Branch Chief as 
necessary. D-3   
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41. Ensure collaboration with the State and Tribes to develop and 
implement HM Grants goals, objectives, innovative strategies, and 
activities in support of FEMA, State, Tribal, and local mitigation 
priorities. 

D-3 
  

    

Behavior/Activity: In coordination with other task force leaders, develop Grants and Planning Group 
functional plan to advance the HM strategy 

Competency: Interpersonal Skills (C14); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Develop functional plan in support of the FEMA-State HM 
Strategy by identifying activities that will directly contribute to the 
achievement of HM Strategy objectives established mutually by 
the State, Tribes, and FEMA. 

D-3 
  

43. Prioritize Task Force activities based on functional plan. D-3   

44. Maintain a “big picture” perspective when developing and 
executing the functional plan. D-3   

    

Behavior/Activity: Manage task force activities in support of HM strategy 

Competency: Decision Making & Judgment (C7); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Manage staff to carry out Task Force objectives appropriate to the 
operational period. D-3   

46. Promote understanding and provide direction in implementing 
Task Force functional plan. D-3   

47. Communicate to supervisors and employees how ongoing 
activities of the Task Force are both appropriate to the Incident 
Action Plan and in support of the HM Strategy. 

D-3 
  

48. Oversee the integration of all Task Force outreach and technical 
assistance activities and the way they are delivered to 
communities. 

D-3 
  

49. Manage stakeholder training needs and requests. D-3   

50. Successfully manage all Crews in HM Grants and Planning. D-3   
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Behavior/Activity: Lead personnel 

Competency: Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Recommend to immediate supervisor proactive opportunities to 
advance goals of Task Force. D-3   

52. Provide Crew Leaders and Task Force members with HM Program 
direction. D-3   

53. Provide vision and motivation for Crew Leaders and Task Force 
members to accomplish mitigation. D-3   

54. Engage community officials to accomplish mitigation. D-3   

55. Recognize effective individual and Task Force performance. D-3   

    

Behavior/Activity: Oversee and ensure delivery of HM program 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Guide the implementation of the Grants and Planning functional 
plan within Task Force. D-3   

57. Review Preliminary Damage Assessments and other disaster data 
to determine extent and location of damages and type of projects 
that may need to be developed. 

D-3 
  

58. Determine disaster-specific direction of the HMGP to support the 
HM Strategy for the disaster. D-3   

59. Make recommendations for direction of PA 406 Mitigation 
programs to support the HM Strategy for the disaster. D-3   

60. Assist State to meet HMGP prerequisites, including the review and 
update of the State and Tribal Administrative Plans. D-3   

61. Identify needs and ensure technical assistance is provided to States, 
Tribes, and local communities on HM grants. D-3   

62. Ensure HMGP project applications are consistent with goals and 
objectives of FEMA-approved hazard mitigation plans. D-3   

63. Provide oversight and help build capacity for State for financial 
management of HMGP. D-3   

64. Coordinate with HM Planning regarding plan status for HMGP 
eligibility. D-3   
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65. Confer with State to determine their staffing capability in regard to 
HMGP outreach, application development, and project review. D-3   

66. Coordinate with comptroller, FCO, and immediate supervisor to 
identify early and ongoing HMGP estimates. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Negotiate the time of transition. I   

68. Provide for adequate overlap to ensure efficient transfer of duties. I   

69. Brief replacement on current situation. I   

70. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

71. Ensure that an effective transition of duties is accomplished. I   

72. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

74. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

75. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Obtain performance appraisal from supervisor. I   

77. Report to the Training Unit upon completion of training 
assignment. I   

78. Make return travel arrangements. I   

79. Prepare the final travel voucher. I   

80. Return accountable property to the Accountable Property Office 
(APO). I   

81. Submit final timesheet, appraisal form, and travel voucher. I   

82. Check out with the Automated Deployment Database (ADD). I   

83. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Grants Task Force Leader (GRTL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Grants Task Force Leader (GRTL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Grants Task Force Leader (GRTL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM 406 Crew Leader (HACL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

11. Maintain appropriate span of control. I   

12. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

14. Recognize and communicate potentially hazardous situations. D-3   

15. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

16. Verify that special precautions are taken when hazards exist. D-3   

17. Use personal protective equipment (PPE) when issued. D-3   

18. Safeguard property and equipment. D-3   
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19. Provide current information for the call-down roster. D-3   

20. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

22. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

23. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

24. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

25. Make any necessary organizational adjustments. D-3   

26. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

27. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

29. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

30. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

31. Share current information with co-workers and immediate 
supervisor. D-3   

32. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Coordinate the collection, distribution, and maintenance of HM disaster-related 
information 

Competency: Manage & Organize Information (C18); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Implement the process for Crew to collect and organize data. D-3   

34. Implement the system to provide access to and share information 
with Crew members. D-3   
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35. Facilitate information sharing among Crews. D-3   

36. Work with HM Data Integration Specialist to implement the 
process for data storage and maintenance. D-3   

    
Behavior/Activity: Communicate HM program information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Develop a communication strategy for addressing a hostile 
audience. D-3   

38. Provide guidance on complex Hazards and Performance Analysis 
(HPA) issues at internal (e.g., Joint Field Office (JFO) Program 
areas) and external meetings (e.g., State and local briefings, Town 
Hall Meetings, Speaker's Bureau meetings) and briefings, as 
directed by immediate supervisor. 

D-3 

  

39. Present highly technical information for understanding and use by 
non-technical audiences. D-3   

40. Gather input from Crew for Incident Action Plan (IAP) and report 
up to immediate supervisor. D-3   

    
Behavior/Activity: Establish and maintain working relationships to ensure unity of effort 

Competency: Interpersonal Skills (C14); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Establish, cultivate, and manage internal JFO partnerships (e.g., 
Public Assistance Officers (PAO), Public Assistance Coordinators 
(PACs)) regarding mitigation activities and opportunities for the 
purposes of situational awareness. 

D-3 
  

42. Coordinate with State, Tribal, and local entities and HM Planning 
Crew Leader or Group Supervisor to identify existing actions and 
projects in the hazard mitigation plans, and expedite development 
of innovative strategies. 

D-3 
  

43. Work with State, Tribal, other Federal agencies, and private sector 
as appropriate. D-3   

44. Coordinate HM HPA goals and strategies with other HM Crew 
Leaders. D-3   

45. Assist the State with identifying and staffing education and 
outreach opportunities in support of FEMA/State mitigation 
strategies. 

D-3 
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Behavior/Activity: In coordination with supervisor, develop tactical plan to implement functional objectives 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Design tactical plan for Crew to include a list of essential crew 
activities (e.g., staffing plan, criteria for Hazard Mitigation 
Proposals (HMPs), Project Worksheet (PW)/HMP tracking). 

D-3 
  

47. Develop Crew calendar to include events and HM Program 
milestones (e.g., Kick Off Meetings, Applicant Briefings, project 
deadlines). 

D-3 
  

48. Develop list and plan for the resources needed to accomplish Crew 
goals and objectives (e.g., coordinate with PAO and PACs to 
manage workflow, staff events). 

D-3 
  

49. Maintain a “big picture” perspective when developing and 
executing the tactical plan. D-3   

    

Behavior/Activity: Demonstrate effective supervisory practices and principles 

Competency: Leadership (C16); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Provide clear direction, assignments, and guidance to effectively 
structure and organize work activities, maximize productivity, and 
fulfill the incident objectives. 

D-3 
  

51. Keep subordinates informed of situational awareness, the context 
in which we are operating in the JFO and communities to include 
decisions, actions, and changes that affect them. 

D-3 
  

52. Communicate job-performance requirements to subordinates. (e.g., 
work hour, rotation schedule, contact list). D-3   

53. Establish work assignments and set priorities. D-3   

54. Distribute work equitably and appropriately among Crew 
members. D-3   

55. Delegate specific authority based on the assigned tasks. D-3   

56. Execute signature authority for all required documents, as 
authorized. D-3   

57. Ensure all assigned personnel time records are complete, accurate 
and submitted within established timeframes. D-3   

58. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   
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59. Continuously evaluate and acknowledge performance. D-3   

60. Identify and reward high performance. D-3   

61. Communicate performance deficiencies immediately and take 
corrective action. D-3   

62. Prepare and discuss incident-specific performance evaluations 
using agency approved forms with assigned personnel. D-3   

63. Complete task book assessment records and discuss the results 
with assigned personnel. D-3   

    

Behavior/Activity: Manage crew activities in support of HM strategy 

Competency: Manage Resources (C19); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Direct Crew members to carry out HM HPA objectives appropriate 
to the operational period. D-3   

65. Identify and address immediate, disaster-related HPA 406 support 
issues (e.g., obtain frequency of event data in coordination with 
HPA for Benefit-Cost Analysis (BCA), evaluate damages under 
Public Assistance (PA) categories A-G to assess 406 Mitigation 
opportunities). 

D-3 

  

66. Communicate to supervisors and employees how ongoing 
activities of the Crew are both appropriate to the IAP and in 
support of the HM Strategy. 

D-3 
  

67. Implement technical assistance to the State, local and tribal 
governments, and other JFO programs in support HPA 406 support 
goals. 

D-3 
  

68. Assess stakeholder training needs and requests. D-3   

69. Monitor Crew activities to ensure that identified mitigation 
opportunities are implemented. D-3   

70. Serve as Project Monitor for any HM contract work in the field. D-3   

71. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

72. Select and provide guidance to staff to participate in public 
meetings. D-3   

73. Maintain case files for critical issues or issues requiring significant 
management and follow-up. D-3   

74. Manage staff located in remote sites. D-3   
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75. Identify effective HM operating procedures and job aids. D-3   

76. Develop operating procedures, best methods, and job aids, and 
forward to FEMA Headquarters Mitigation Regional and Disaster 
Support (R&DS) for consideration as HM Standard Operating 
Procedure. 

D-3 
  

    

Behavior/Activity: Lead personnel 

Competency: Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

77. Lead through example by acting in a fair and ethical manner 
toward others and demonstrating commitment to public service. D-3   

78. Recommend to immediate supervisor proactive opportunities to 
advance goals of Crew. D-3   

79. Provide Crew members with HM Program direction. D-3   

80. Provide vision and motivation for Crew members to accomplish 
mitigation. D-3   

81. Motivate community officials to accomplish mitigation. D-3   

82. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

83. Encourage open communication and input from assigned 
personnel. D-3   

84. Foster consensus-building among assigned personnel. D-3   

85. Promote a teamwork environment that encourages individuals to 
share knowledge, work cooperatively, engage in continuous 
learning, and contribute fully to team-based efforts. 

D-3 
  

86. Recognize effective individual and team performance. D-3   

    

Behavior/Activity: Coordinate program delivery of crew 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

87. Coordinate with PAC in identifying in identifying appropriate cost 
effective mitigation activities (e.g., specific policy for each 
disaster). 

D-3 
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88. Support interface of Mitigation between PA and HM branches. D-3   

89. Mentor and guide State Hazard Mitigation Grant Program (HMGP) 
staff in the HMGP application process. D-3   

90. Provide support to and attend State and tribal internal/external 
briefings (e.g., applicant briefings, kick-off meetings) by 
presenting 406 Mitigation project opportunities and benefits. 

D-3 
  

91. Assign HM 406 Specialists to PAC Crew Leader Teams. D-3   

92. Guide staff in the review of all projects for the application of 
appropriate HM solutions and conformance with PA policy. D-3   

93. Guide staff in the review or conduct of BCAs for 406 Mitigation 
projects. D-3   

94. Provide HM policy guidance for 406 Mitigation to PA counterparts 
and other HM groups. D-3   

95. Coordinate with PAO and PACs workflow and manage PA and 
Branch Mitigation expectations. D-3   

96. Ensure data entry into a tracking system for monitoring PWs (e.g., 
National Emergency Management Information System, Emergency 
Management Mission Integrated Environment [EMMIE]). 

D-3 
  

97. Provide summary reports on 406 Mitigation activities to immediate 
supervisor and PAOs and PACs. D-3   

98. Provide 406 Mitigation overview and/or training when requested 
by PAO or State/Tribe. D-3   

99. Provide 406 Mitigation program materials. D-3   

• Audiences 
• HM Staff 
• PA 
• State, Local, Tribal (Private Consultants) 
• Technical Assistance Contractor 
• Hazard Mitigation Technical Assistance Program 
• Other Federal Agencies 
• Materials 
• BCA software module 
• Technical bulletins 
• Publications 
• Fact sheets 
• Mitigation Assessment Team reports 
• Zoning 
• Building Codes 

   

100. Ensure data entry in EMMIE is maintained for all 406 HMPs in 
coordination with PA. D-3   
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

101. Negotiate the time of transition. I   

102. Provide for adequate overlap to ensure efficient transfer of duties. I   

103. Brief replacement on current situation. I   

104. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

105. Ensure that an effective transition of duties is accomplished. I   

106. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

107. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

108. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

109. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

110. Obtain performance appraisal from supervisor. I   

111. Report to the Training Unit upon completion of training 
assignment. I   

112. Make return travel arrangements. I   

113. Prepare the final travel voucher. I   

114. Return accountable property to the Accountable Property Office 
(APO). I   

115. Submit final timesheet, appraisal form, and travel voucher. I   

116. Check out with the Automated Deployment Database (ADD). I   

117. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM 406 Crew Leader (HACL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM 406 Crew Leader (HACL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM 406 Crew Leader (HACL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM 406 Specialist Expert (HAEX) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

12. Advise co-workers of potentially hazardous situations where 
appropriate. I   

13. Use personal protective equipment (PPE) when issued. I   

14. Safeguard property and equipment. I   

15. Provide current information for the call-down roster. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

17. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

18. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

19. Share current information with co-workers and immediate 
supervisor. D-3   

20. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   
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22. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

23. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Gather, review, and analyze complex disaster-related information 

Competency: Analysis/Reasoning (C2); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend and extract information that impacts 406 Mitigation at 
scheduled briefings (e.g., HM Branch, all hands, functional) and 
de-briefings, as required by immediate supervisor. 

D-3 
  

25. Review Federal Coordinating Officer operational priorities and 
State/FEMA HM Strategy for critical HM Program issues that 
impact Hazards and Performance Analysis (HPA). 

D-3 
  

26. Coordinate with immediate supervisor to identify potentially 
controversial State and local hazard mitigation priority activities. D-3   

27. Review incident data collected to identify targeted areas for 
advanced level mitigation opportunities. D-3   

28. Work with the HM Data Integration Specialist to create identifiers 
for all collected data and ensure data is retained. D-3   

29. Identify information gaps. D-3   

30. Identify sources and solutions to address information gaps. D-3   

    

Behavior/Activity: Communicate complex HM program information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Develop a communication strategy for addressing a hostile 
audience. D-3   

32. Provide guidance on complex HPA issues at internal (e.g., JFO 
Program areas) and external meetings (e.g., State and local 
briefings, Town Hall Meetings, Speaker's Bureau meetings) and 
briefings, as directed by immediate supervisor. 

D-3 
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33. Translate highly technical information for understanding and use 
by non-technical audiences. D-3   

34. Provide input for Incident Action Plan. D-3   

    

Behavior/Activity: Establish and maintain effective working relationships 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Coordinate with appropriate individuals to ensure that HPA 
activities are developed in conformance with HM Strategy and 
mitigation plans. 

D-3 
  

36. Follow established protocols to work with External Affairs-
Congressional to provide input into complex and controversial 
mitigation-related inquiries (e.g., citizen inquiries, Congressional 
Offices, HM Regional and/or Headquarters coordination) as 
assigned by immediate supervisor. 

D-3 

  

37. Coordinate with Public Assistance (PA) on 406 Mitigation 
projects. D-3   

    

Behavior/Activity: Advise and guide on complex HM program concepts, rules, regulations, and processes 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Provide HM Program and/or operational technical expertise to 
internal and external stakeholders on complex and controversial 
matters. 

D-3 
  

39. Provide subject matter expertise on complex mitigation issues. D-3   

40. Identify effective HM operating procedures and job aids. D-3   

41. Develop operating procedures, best methods, and job aids, as 
directed. D-3   
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Behavior/Activity: Implement advanced program processes 

Competency: Interpersonal Skills (C14); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Apply regulations and FEMA policies to resolve complex Hazard 
Mitigation program (e.g., 44 Code of Federal Regulations, HM 
guidance documents). 

D-3 
  

43. Identify 406 Mitigation projects for sound mitigation techniques. D-3   

44. Meet with State PA Officer to address and resolve 406 Mitigation 
project application development issues. D-3   

45. Meet face-to-face with subgrantees in conjunction with the State to 
address and resolve 406 Mitigation project development issues. D-3   

46. Provide 406 Mitigation overview and/or training when directed by 
Crew Leader. D-3   

47. Coordinate and work with other HM HPA Group members and 
Environmental/Historic Preservation Group members as needed. D-3   

48. Support and collaborate with PA, State, and applicant personnel in 
Hazard Mitigation Proposal (HMP) development prior to writing 
the HMP. 

D-3 
  

49. Assist State and PA Coordinator at all applicant briefings and all 
kick-off meetings and be prepared to give a short presentation 
explaining 406 Mitigation. 

D-3 
  

50. Review Sub-grant Applications/Project Worksheets for potential 
406 Mitigation and Hazard Mitigation Grant Program project 
partnering. 

D-3 
  

51. Review the Emergency Management Mission Integrated 
Environment queue and approve hazard mitigation proposals. D-3   

52. Conduct quality assurance/quality control of HMPs, if requested 
by immediate supervisor. D-3   

    

Behavior/Activity: Demonstrate expert capability to use applicable systems, tools, and equipment 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Teach and mentor use of FEMA technology tools and systems 
(e.g., Benefit-Cost Analysis (BCA) tool). D-3   
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Behavior/Activity: Provide complex benefit-cost analysis (BCA) technical assistance to HM branch 

Competency: Analysis/Reasoning (C2); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Refer to PA policy, 15% List or BCA required for 406 Mitigation 
projects. D-3   

55. Assist Crew Leader in determining frequency for BCA, utilizing 
verified, validated, current data (e.g., most current multi-hazard 
frequency data [flood, ice, seismic, wind]). 

D-3 
  

56. Develop and prepare justification and narrative on outcome of 
analysis. D-3   

    

Behavior/Activity: Analyze and interpret program policy 

Competency: Analysis/Reasoning (C2); Decision Making & Judgment (C7); Advance Mitigation 
Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Research, analyze, and interpret policy papers issued by 
Headquarters. D-3   

58. Develop position papers for Region and Headquarters requiring 
policy determination (e.g., recommendations for modifying 
Appendix A projects in PA Policy 9526.1). 

D-3 
  

    

Behavior/Activity: Manage multiple complex projects and/or assignments 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

59. Assess the workload. D-3   

• Review previous, current, and future workload 
• Determine resources needed 

   

60. Develop plan to complete assignments. D-3   

61. Develop timeline for plan to manage multiple projects. D-3   

62. Recommend prioritization of projects to immediate supervisor. D-3   

63. Implement plan for projects or assignments. D-3   
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Behavior/Activity: Coach or mentor staff on program-related issues 

Competency: Interpersonal Skills (C14); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Train and mentor other team members as directed by immediate 
supervisor. D-3   

65. Review and evaluate HM 406 Specialist BCA analysis. D-3   

66. Coach and mentor HM 406 Specialists in conducting BCA 
analysis. D-3   

67. Coach and mentor HM 406 Specialists in coordinating disaster-
specific information. D-3   

    

Behavior/Activity: Provide program advice and guidance in multiple regions 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

68. Provide HM HPA advice and guidance in a minimum of three 
Regions. D-3   

    

Behavior/Activity: Provide program advice and guidance in multiple hazards 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

69. Provide hazard program advice and guidance in three different 
hazards, selecting from: flood, fire, earthquake, hurricane, and 
tornado. 

D-3 
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Obtain the time of transition from immediate supervisor. I   

71. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

72. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Obtain performance appraisal from supervisor. I   

74. Report to the Training Unit upon completion of training 
assignment. I   

75. Make return travel arrangements. I   

76. Prepare the final travel voucher. I   

77. Return accountable property to the Accountable Property Office 
(APO). I   

78. Submit final timesheet, appraisal form, and travel voucher. I   

79. Check out with the Automated Deployment Database (ADD). I   

80. Check out with the IT Service Manager in the Communication 
Unit. I   

 





21 November 2011, Revised HM 406 SPECIALIST EXPERT (HAEX) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 15 

• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM 406 Specialist Expert (HAEX) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM 406 Specialist Expert (HAEX) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM 406 Specialist Expert (HAEX) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM 406 Specialist (HASP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 

  



HM 406 SPECIALIST (HASP) 21 November 2011, Revised 

2 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

12. Advise co-workers of potentially hazardous situations where 
appropriate. I   

13. Use personal protective equipment (PPE) when issued. I   

14. Safeguard property and equipment. I   

15. Provide current information for the call-down roster. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

17. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

18. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

19. Share current information with co-workers and immediate 
supervisor. D-3   

20. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

22. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

23. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Gather, review, and organize disaster-related information for analysis and decision 
making 

Competency: Analysis/Reasoning (C2); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend and participate in internal and external meetings, as 
assigned. D-3   

25. Obtain and review Federal Coordinating Officer operational 
priorities and State/FEMA HM Strategy from immediate 
supervisor. 

D-3 
  

26. Coordinate with immediate supervisor to identify State and local 
hazard mitigation priorities. D-3   

27. Obtain and review incident data collected to identify targeted areas 
for potential mitigation opportunities. D-3   

28. Obtain and review Incident Action Plan (IAP) and Disaster 
Situation Reports from immediate supervisor for current Incident 
Period. 

D-3 
  

29. Review, evaluate, and coordinate disaster-specific information, 
including engineering and analyses of disaster-impacted 
infrastructure. 

D-3 
  

30. Obtain and evaluate technical information for the affected area 
(e.g., wind speed maps, earthquake hazard maps, Flood Insurance 
Rate Maps [FIRMs], topographic maps, Flood Insurance Studies). 

D-3 
  

31. Work with the HM Data Integration Specialist to create identifiers 
for all collected data and ensure data is retained. D-3   
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Behavior/Activity: Communicate HM program information 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Share HM Program information across the HM Branch to support 
the HM Strategy. D-3   

33. Communicate with internal partners (e.g., Individual Assistance, 
Public Assistance [PA], Small Business Administration). D-3   

34. Produce HM Program information and communicate with external 
audiences (e.g., professional organizations, private and nonprofit 
entities, public). 

D-3 
  

35. Provide input for IAP through the Operational Planning Worksheet 
(ICS 215). D-3   

    

Behavior/Activity: Establish and maintain effective working relationships 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Coordinate with Public Assistance staff to ensure all 406 
Mitigation opportunities are identified. D-3   

37. Research to identify existing actions and projects in the hazard 
mitigation plans, and expedite development of innovative 
strategies. 

D-3 
  

    

Behavior/Activity: Advise and guide on HM program concepts, rules, regulations, and processes 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14); Advance Mitigation Programs 
(T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Provide basic HM 406 technical assistance to internal and external 
stakeholders in the Joint Field Office. D-3   

39. Serve as subject matter specialist on behalf of the Group on issues 
or problems, as assigned by immediate supervisor. D-3   

40. Advise on 406 policies and mitigation methods. D-3   
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Behavior/Activity: Implement the HM program processes 

Competency: Knowledge of Program & Technical Protocols (C15); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Consult program regulations and FEMA policies concerning 
Hazard Mitigation (e.g., 44 Code of Federal Regulations, HM 
functional/program policy documents, HM guidance documents). 

D-3 
  

42. Respond to inquiries from internal and external partners in a timely 
manner with accurate information. D-3   

43. Perform administrative duties (e.g., records keeping, historical 
reviews), as assigned by immediate supervisor. D-3   

44. Coordinate all support of the PA program through the HM 406 
Crew Leader, Public Assistance Coordinator (PAC), or PA Project 
Specialist. 

D-3 
  

45. Support and collaborate with PA staff in identifying, developing, 
and/or reviewing 406 Mitigation projects for sound mitigation 
techniques, as requested by PA. 

D-3 
  

46. Provide 406 Mitigation overview and/or training when requested 
by PA or State. D-3   

47. Coordinate and discuss Hazard Mitigation Proposal (HMP) 
strategies and preparation with PA Project Specialist and 
Environmental/Historic Preservation prior to development 

D-3 
  

48. Prepare HMPs. D-3   

49. Assist PA, State, and Applicant personnel in HMP development. D-3   

50. Identify and develop potential cost-effective public assistance 
mitigation opportunities throughout the disaster recovery. D-3   

51. Assist State and PAC at all applicant briefings and all kick-off 
meetings. D-3   

52. Complete Benefit-Cost Analysis (BCA) when appropriate. D-3   

53. Review Sub-grant Applications/Project Worksheets for potential 
406 Mitigation and Hazard Mitigation Grant Program project 
partnering. 

D-3 
  

54. If requested by immediate supervisor, review the Emergency 
Management Mission Integrated Environment queue for potential 
mitigation opportunities. 

D-3 
  

55. Conduct quality assurance/quality control of HMPs, if requested 
by immediate supervisor. D-3   
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56. Coordinate Hazard Mitigation Technical Assistance Program 
(HMTAP) deliverables with Region and Headquarters through 
immediate supervisor. 

D-3 
  

    

Behavior/Activity: Demonstrate capability to use applicable systems, tools, and equipment 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Access and use FEMA technology tools and systems. D-3   

58. Utilize FEMA-approved BCA software or methodology to conduct 
a defensible BCA. D-3   

59. Use digital camera, label and catalog pictures. D-3   

    
Behavior/Activity: Provide benefit-cost analysis (BCA) technical assistance to HM branch 

Competency: Analysis/Reasoning (C2); Advance Mitigation Programs (T1)  

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

60. Conduct BCA using FEMA-approved BCA software or 
methodology for potential 406 Mitigation projects. D-3   

61. Utilize verified, validated, current data (e.g., most current multi-
hazard frequency data [flood, ice, seismic, wind]). D-3   

62. Develop and prepare justification and narrative on outcome of 
analysis. D-3   

    
Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Obtain the time of transition from immediate supervisor. I   

64. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

65. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

66. Obtain performance appraisal from supervisor. I   

67. Report to the Training Unit upon completion of training 
assignment. I   

68. Make return travel arrangements. I   

69. Prepare the final travel voucher. I   

70. Return accountable property to the Accountable Property Office 
(APO). I   

71. Submit final timesheet, appraisal form, and travel voucher. I   

72. Check out with the Automated Deployment Database (ADD). I   

73. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM 406 Specialist (HASP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM 406 Specialist (HASP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM 406 Specialist (HASP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position. 

 
Official’s Signature and Date 

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Branch Director Type I (HBD1) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed during the first 72 hours of 
the assignment in a personal go-kit. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to “Common Responsibilities” (Chapter 2, 
IMH). I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS forms. I   

10. Maintain appropriate span of control. I   

11. Use common terminology. I   

12. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Provide for the safety, welfare, and accountability of all branch 
personnel. D-2   

14. Recognize potentially hazardous situations. D-2   

15. Communicate potentially hazardous situations. D-2   

16. Use personal protective equipment (PPE) as issued. D-2   

17. Safeguard property and equipment. D-2   

18. Provide current information for the call-down roster. D-2   

19. Maintain the integrity of the call-down roster. D-2   

20. Verify that special precautions are taken when hazards exist. D-2   
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21. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-2   

22. Notify the Safety Officer of any accidents. D-2   

    

Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Anticipate the branch’s support to Operations for the next 
operational period. D-2   

24. Determine branch support capabilities based on anticipated needs. D-2   

25. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-2   

26. Write task descriptions providing clear, concise direction, and 
performance expectations that support the incident objectives. D-2   

27. Ensure that accurate operational information is included on the ICS 
215. D-2   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

28. Ensure the branch’s participation in the Operations Tactics meeting 
when the branch’s support is required. D-2   

• Discuss with the Operations Section Chief (OSC) if the branch’s 
attendance is required 

• Identify additional branch resources needed to support the next 
operational-period plan 

• If shortfalls exist, communicate them to the OSC 

   

29. Verify that additional resources identified on the ICS 215 for the 
branch/group at the Tactics meeting have been ordered. D-2   

30. Attend the Command and General Staff planning meeting. D-2   

• Review the IAP 
• Recommend corrections/adjustments to the IAP 
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Behavior/Activity: Obtain an initial briefing from the Operations Section Chief (OSC) and gather situational 
information relevant to your Branch 

Competency: Decision Making & Judgment (C7); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Obtain relevant situational information on your assigned Branch 
unique to catastrophic or multi-regional events. D-2   

• Headquarters Mitigation role 
• Multi-Regional implications 
• National level political sensitivities 
• Policy issues identified 

   

32. Determine significance of Incident Management Assistance Team 
activities to Mitigation Branch operation. D-2   

    

Behavior/Activity: Establish and maintain effective working relationships 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Establish and maintain open communication channel with 
Regional Mitigation Division Director or their designee regarding 
political pressures and policy questions being raised. 

D-2 
  

34. Establish and maintain open communication channel with 
Regional Mitigation Division Director or their designee regarding 
national level political pressures and policy questions. 

D-2 
  

35. Provide executive briefings to FEMA and DHS political 
appointees as requested. D-2   

    

Behavior/Activity: Serve as primary spokesperson for mitigation programs in declared area 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Provide to the Federal Coordinating Officer (FCO) and other Joint 
Field Office (JFO) senior staff guidance and explanation on highly 
complex technical initiatives, large scale or innovative mitigation 
projects, and controversial program issues. 

D-2 
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37. Represent the FCO as requested in public forums on policy-related 
mitigation topics and large scale and controversial mitigation 
projects. 

D-2 
  

38. Represent the FCO as requested to explain policy-related topics 
and large scale, controversial mitigation projects to local, State, 
and Federal elected officials. 

D-2 
  

39. Ensure that External Affairs (EA) receives assistance in accurately 
representing policy-related mitigation topics and large scale, 
controversial mitigation projects in all media outlets. 

D-2 
  

40. Respond to highly complex and controversial mitigation-related 
policy questions from Congress, the media, the State, and other 
external sources. 

D-2 
  

41. Seek opportunities to defend and promote mitigation programs and 
projects to ensure the success of innovative, large scale, or 
politically charged mitigation initiatives. 

D-2 
  

    

Behavior/Activity: Manage HM group to ensure effective implementation of Stafford Act Programs and 
National Flood Insurance Reform Act (NFIRA) as amended 

Competency: Manage Resources (C19); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Ensure that the preliminary damage assessment reports are 
considered in Branch decision making. D-2   

43. Review, approve, and monitor the Branch budget. D-2   

44. Ensure the development of a data management plan adequate to 
support unique data and information management issues of a 
catastrophic or multi-Regional disaster. 

D-2 
  

45. Maximize Branch resources to achieve large scale mitigation 
initiatives by identifying applications and initiating mitigation 
contracts (e.g., Hazard Mitigation Technical Assistance Program, 
Interagency Agreements, Mission Assignments, and direct 
contracts). 

D-2 

  

46. Ensure coordination of contract management within the Branch 
and with Regional Mitigation and Headquarters Mitigation staff. D-2   

47. Facilitate coordination of controversial or policy-related issues 
between National Flood Insurance Program (NFIP) State 
Coordinator and Hazard Mitigation Floodplain Management and 
Insurance Group Supervisor. 

D-2 
  

48. Participate in policy decisions related to delivery of HM and NFIP 
programs in coordination with appropriate internal and external 
partners. 

D-2 
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Behavior/Activity: Work with regional and state mitigation managers to understand history of relationships 
with FEMA and in particular mitigation programs in declared area 

Competency: Interpersonal Skills (C14); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Investigate relationships identified as difficult or uncooperative to 
define root causes that may obstruct achievement of mitigation 
objectives. 

D-2 
  

50. Explore limits of stakeholder relationships to gauge potential to 
pursue innovative and/or far-reaching mitigation goals. D-2   

    

Behavior/Activity: Develop the hazard mitigation strategy for the disaster 

Competency: Manage Development of Plans (C17); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Facilitate the development of the HM Strategy in challenging 
circumstances resulting from: D-2   

• Severe disaster event 
• Political or cultural sensitivities related or unrelated to the disaster 
• New technologies or circumstances unfamiliar to mitigation 

stakeholders 
• Extreme need for State and/or local assistance 

   

52. Contribute ideas and resources to establish innovative or large 
scale mitigation goals for the disaster recovery. D-2   

53. Guide Group Supervisors in the development of objectives 
appropriate to achieving innovative or large scale mitigation goals. D-2   
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Behavior/Activity: Oversee establishment of branch organizational structure and staffing to meet Operations 
Section Chief direction and to implement the hazard mitigation strategy 

Competency: Incident Command System (ICS) Concepts (C12); Manage Resources (C19); Advance 
Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Ensure that the organization of the HM Branch reflects 
requirements of catastrophic or geographically dispersed 
conditions and unique needs, such as: 

D-2 
  

• Perishable Data collection 
• Substantial Damage support 
• Advisory flood mapping 
• Losses Avoided studies 

   

55. Provide guidance to ensure Branch operational facilities are 
adequate to meet unique needs relative to innovative or large scale 
HM Strategy objectives. 

D-2 
  

56. Ensure resources required to staff organization meet Operations 
Section Chief direction and signed HM Strategy requirements. D-2   

57. Negotiate for additional or specialty resources required to 
accomplish innovative or large scale mitigation initiatives through 
Automated Deployment Database, Headquarters, and other 
available resources. 

D-2 
  

58. Assess and approve HM Branch organization chart. D-2   

    

Behavior/Activity: Establish and maintain strategic partnerships to achieve HM strategy objectives 

Competency: Interpersonal  Skills (C14); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

59. Identify and establish relationships with public and private sector 
stakeholders to achieve innovative and large scale mitigation 
initiatives. 

D-2 
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Behavior/Activity: Coordinate with participating federal agencies to facilitate unity of effort 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

60. Interact with Emergency Support Function (ESF) leads to facilitate 
cooperation in the implementation of large scale mitigation 
initiatives or politically charged issues. 

D-2 
  

61. Coordinate with Other Federal Agencies operating under their own 
authority regarding: D-2   

• Potential conflicts 
• Duplication of effort 
• Communications 
• Mitigation partnership opportunities and expertise 

   

    

Behavior/Activity: Coordinate with state, tribal, and local officials to ensure unity of effort 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Coordinate with appropriate levels of State and local officials 
regarding implementation of innovative, large-scale, politically 
charged and controversial mitigation initiatives HM Strategy. 

D-2 
  

63. Ensure that State, Tribal, and local emergency management 
agencies receive FEMA support to achieve mitigation objectives. D-2   

64. Plan and execute timely resolution of policy level issues in keeping 
with State needs and Federal requirements. D-2   

    

Behavior/Activity: Ensure open communications and effective teamwork within the branch and between 
branches and with incident support 

Competency: Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Ensure liaison with Public Assistance and Individual Assistance, 
representatives of EA functions, Small Business Administration, 
and appropriate ESFs within the JFO. 

D-2 
  

66. Inform and provide guidance to HM Group Supervisors regarding 
policy changes and controversial program issues. D-2   
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67. Develop and implement systems for ensuring that HM Group 
Supervisors are continually kept abreast of policy developments 
and controversial issues that affect delivery of programs. 

D-2 
  

68. Ensure that regular briefings/staff meetings are held to keep staff 
informed of critical information. D-2   

    

Behavior/Activity: Demonstrate effective supervisory principles 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

69. Initiate a systematic hiring process, in collaboration with the FCO 
and Headquarters, to meet the staffing needs of a catastrophic 
disaster. 

D-2 
  

70. Initiate expedient training program using FEMA and contract 
resources to meet training needs of large numbers of new staff, in 
collaboration with the Training Unit, Headquarters, and the 
Emergency Management Institute. 

D-2 
  

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Negotiate the time of transfer. I   

72. Provide for adequate overlap to ensure the efficient transfer of 
duties. I   

73. Brief replacement on current situation. I   

74. Ensure that appropriate information is up-to-date. I   

75. Ensure that an effective transfer of duties is accomplished. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-2   

77. Ensure that closeout records are current, accurate, and complete. D-2   

78. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-2   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Obtain performance appraisal from supervisor. I   

80. Report to the Training Unit upon completion of training 
assignment. I   

81. Make return travel arrangements. I   

82. Prepare the final travel voucher. I   

83. Return accountable property to the Accountable Property Office 
(APO). I   

84. Submit final timesheet, appraisal form, and travel voucher. I   

85. Check out with the Automated Deployment Database (ADD). I   

86. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Branch Director Type I (HBD1) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Branch Director Type I (HBD1) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Branch Director Type I (HBD1) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Branch Director Type II (HBD2) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed during the first 72 hours of 
the assignment in a personal go-kit. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to “Common Responsibilities” (Chapter 2, 
IMH). I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS forms. I   

10. Maintain appropriate span of control. I   

11. Use common terminology. I   

12. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Provide for the safety, welfare, and accountability of all branch 
personnel. D-3   

14. Recognize potentially hazardous situations. D-3   

15. Communicate potentially hazardous situations. D-3   

16. Use personal protective equipment (PPE) as issued. D-3   

17. Safeguard property and equipment. D-3   

18. Provide current information for the call-down roster. D-3   

19. Maintain the integrity of the call-down roster. D-3   

20. Verify that special precautions are taken when hazards exist. D-3   
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21. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-3   

22. Notify the Safety Officer of any accidents. D-3   

    

Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Anticipate the branch’s support to Operations for the next 
operational period. D-3   

24. Determine branch support capabilities based on anticipated needs. D-3   

25. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-2   

26. Write task descriptions providing clear, concise direction, and 
performance expectations that support the incident objectives. D-2   

27. Ensure that accurate operational information is included on the ICS 
215. D-2   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

28. Ensure the branch’s participation in the Operations Tactics meeting 
when the branch’s support is required. D-3   

• Discuss with the Operations Section Chief (OSC) if the branch’s 
attendance is required 

• Identify additional branch resources needed to support the next 
operational-period plan 

• If shortfalls exist, communicate them to the OSC 

   

29. Verify that additional resources identified on the ICS 215 for the 
branch/group at the Tactics meeting have been ordered. D-2   

30. Attend the Command and General Staff planning meeting. D-3   

• Review the IAP 
• Recommend corrections/adjustments to the IAP 
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Behavior/Activity: Obtain an initial briefing from the Operations Section Chief (OSC) and gather situational 
information relevant to your Branch 

Competency: Decision Making & Judgment (C7); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Obtain relevant situational information on your assigned Branch. D-3   

• Incident objectives if established 
• State Emergency Management Agency guidance if available 
• Loss of utilities that affect our ability to communicate with partners and 

resources 
• Public Assistance (PA) categories of work declared 
• Debris removal issues 
• Political issues and sensitivities 
• Critical infrastructure damage 
• Individual Assistance (IA) status and possible Disaster Recovery 

Centers 
• Information from other personnel responsible for the branch or area of 

responsibility prior to your arrival, if applicable 
• FEMA/State Agreement if approved 
• State Profile 
• Preliminary Damage Assessment results for potential 406 Mitigation 

opportunities 

   

32. Attend and participate in the initial Incident Management 
Assistance Team (IMAT) meeting, if directed by Operations 
Section Chief (OSC), to collect information relevant to the Branch. 

D-3 
  

• Current incident status 
• Federal Coordinating Officer (FCO)/Team Leader priorities and 

expectations for the IMAT 
• Roles and responsibilities of team members 
• Resource ordering procedures 
• Public information strategy 
• Planning, logistics, and finance/admin agreements and procedures 
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Behavior/Activity: Establish and maintain effective working relationships 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Establish and maintain relationship with Regional Mitigation 
Division Director or designated Regional point of contact to 
address controversial program questions being raised. 

D-3 
  

34. Establish and maintain open communication channel with 
Headquarters Mitigation Regional and Disaster Support (R&DS) 
Chief and Mitigation Staffing Center for staffing and operational 
support. 

D-3 
  

35. Establish and maintain relationship with Headquarters Mitigation 
program managers regarding technical issues and contracts. D-3   

36. Provide briefings to FEMA Headquarters Mitigation staff as 
requested. D-3   

    

Behavior/Activity: Serve as primary spokesperson for mitigation programs in declared area 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Provide guidance and explanation on all mitigation programs and 
technical mitigation initiatives to the FCO and other Joint Field 
Office (JFO) senior staff. 

D-3 
  

38. Represent the FCO as requested in public forums on complex 
technical initiatives and controversial program issues. D-3   

39. Represent the FCO as requested to explain highly complex 
technical initiatives and controversial program issues to local, 
State, and Federal elected officials. 

D-3 
  

40. Assist External Affairs (EA) in ensuring that complex or 
controversial mitigation issues and technical initiatives are 
accurately represented in all media outlets. 

D-3 
  

41. Respond to mitigation-related inquiries from Congress, the media, 
the State, and other external sources. D-3   

42. Seek opportunities to promote mitigation programs and projects in 
public forums and with the private sector. D-3   
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Behavior/Activity: Manage HM group to ensure effective implementation of Stafford Act Programs and 
National Flood Insurance Reform Act (NFIRA) as amended 

Competency: Manage Resources (C19); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Monitor to ensure that the Branch is participating in preliminary 
damage assessments where appropriate. D-3   

44. Develop and manage the Branch budget and staffing level. D-3   

45. Coordinate with the HM Program Support Manager to ensure the 
development and implementation of a data management plan. D-3   

46. Ensure that Geographic Information Systems (GIS) products and 
data are utilized in Branch decision making and communications. D-3   

47. Provide oversight of hazard mitigation contracts (e.g., Hazard 
Mitigation Technical Assistance Program [HMTAP], Interagency 
Agreements, Mission Assignments, and direct contracts). 

D-3 
  

48. Coordinate contract management within the Branch and with 
Regional Mitigation and Headquarters Mitigation staff. D-3   

49. Monitor to ensure effective coordination between National Flood 
Insurance Program (NFIP) State Coordinator and Hazard 
Mitigation Floodplain Management and Insurance Group 
Supervisor. 

D-3 
  

50. Establish guidance and develop procedures to facilitate delivery of 
HM and NFIP programs in coordination with appropriate internal 
and external partners. 

D-3 
  

51. Establish base for sustainable community recovery. D-3   

• Be knowledgeable about the processes and projects that contribute to 
environmental, social, and economic sustainability 

• Initiate, design, and implement strategies that empower State and local 
stakeholders to implement activities and projects that support 
community resiliency 

• Identify and leverage strategic partnerships at the Federal, State, and 
local level that will enhance communication and collaboration among 
diverse stakeholder and interest groups to advance goals and objectives 
identified through the State HM Strategy 
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Behavior/Activity: Work with regional and state mitigation managers to understand history of relationships 
with FEMA and in particular mitigation programs in declared area 

Competency: Interpersonal Skills (C14); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Determine problems areas of past relationships in declared area: 
consult with Regional Mitigation Division Director or designee, 
Headquarters Mitigation Staff, and State Mitigation Managers. 

D-3 
  

53. Determine key mitigation initiatives from Regional Mitigation 
briefing including State engagement and community profiles. D-3   

    

Behavior/Activity: Develop the hazard mitigation strategy for the disaster 

Competency: Manage Development of Plans (C17); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Collaborate with State Hazard Mitigation Officer (SHMO), State 
NFIP Coordinator, Regional Mitigation and Headquarters 
Mitigation to ensure the development of a HM Strategy for the 
disaster. 

D-3 
  

55. Facilitate mitigation goal-setting that addresses the reduction of 
repetitive risk situations as well as the immediate disaster events. D-3   

    

Behavior/Activity: Establish branch organizational structure and develop staffing adequate to meet 
Operations Section Chief direction and to implement the hazard mitigation strategy 

Competency: Incident Command System (ICS) Concepts (C12); Manage Resources (C19); Advance 
Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Organize the HM Branch structure based on D-3   

• Type, size, and complexity of incident 
• Number and type of jurisdictions 
• Extent of HM involvement as indicated by HM Strategy 
• Emergency Support Functions (ESF) activated 
• Coordination needs at the State, Tribal, and local level 
• Span of control 

   

57. Determine if Branch operational facilities are adequate to meet 
incident needs. D-3   
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58. Identify resources required to staff organization to meet OSC 
direction and signed HM Strategy requirements (e.g., number and 
kind of positions needed for Group Supervisors, Task Force 
Leaders, Crew Leaders, Technical Specialists, Expert Specialists, 
Specialists, and contractors). 

D-3 

  

59. Track resources assigned to the Branch, such as: D-3   

• Kind and type 
• Resource identifier, if assigned 
• Supervisor name and contact information 
• Location 
• Assignment 

   

60. Ensure development of HM Branch organization and staffing 
charts. D-3   

61. Discuss findings and recommendations with OSC as necessary, 
such as: D-3   

• Organizational structure 
• Shortages or surpluses of resources 
• Changes in tactics 
• Issues and concerns 
• Facilities 

   

62. Place orders for additional personnel, supplies, services, and 
equipment needed with the Ordering Unit. D-3   

    

Behavior/Activity: Establish and maintain strategic partnerships to achieve HM strategy objectives 

Competency: Interpersonal Skills (C14); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Coordinate mitigation goals and strategies with Branch Directors 
within the Operations Section and with the OSC. D-3   
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Behavior/Activity: Coordinate with participating federal agencies to facilitate unity of effort 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Interact with ESF leads regarding: D-3   

• HMTAP contracts 
• Mission Assignment and Interagency Agreements 
• HM Branch participation in Long Term Community Recovery (ESF 

14) 
• Mitigation message is furthered consistently and effectively across the 

recovery operation (ESF 15) 
• Preparation of the ICS 215 for the Operation’s tactics meeting 
• Items for inclusion in incident action planning 
• Recommended changes, deactivation, or stand-down to OSC after 

coordination 

   

    

Behavior/Activity: Coordinate with state, tribal, and local officials to ensure unity of effort 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Coordinate with SHMO (if assigned) and other appropriate State 
representative on implementation of the HM Strategy. D-3   

66. Coordinate with State, Tribal, and local emergency management 
agencies regarding FEMA support. D-3   

67. Ensure that support needs are communicated to the OSC (e.g., 
specialized resource needs, FEMA program delivery needs). D-3   

68. Encourage the State’s participation in HM’s incident action 
planning and problem solving, fostering teamwork and 
emphasizing a unified approach. 

D-3 
  

69. Ensure a productive, positive relationship between Group 
Supervisors and State/local officials: D-3   

• Are Group Supervisors receiving the necessary support and information 
from the local officials to fulfill their mission? 

• Are disagreements, problems, and misunderstandings being identified 
and promptly resolved? 

   

70. Establish and maintain close coordination with the SHMO. D-3   
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71. Ensure that the State NFIP Coordinator, Insurance Commissioner, 
the Regional Risk Analysis Branch Chief and the Floodplain 
Management and Insurance Group Supervisor coordinate to assess 
and meet needs for substantial damage estimation support. 

D-3 
  

72. Plan and execute timely resolution of problems in keeping with 
State needs and Federal requirements. D-3   

    

Behavior/Activity: Maintain open communications and foster effective teamwork within the branch and 
between branches and with incident support 

Competency: Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Support HM Branch Group Supervisors in developing and 
implementing innovative approaches to delivering programs. D-3   

74. Establish liaison with PA and IA, representatives of EA functions, 
Small Business Administration, and appropriate ESFs within the 
JFO. 

D-3 
  

75. Share current and accurate information with Group Supervisors. D-3   

76. Keep HM Group Supervisors informed of decisions, actions, and 
changes that affect them. D-3   

77. Keep other Branch Directors informed of decisions, actions, and 
changes that affect them, for example: D-3   

• Share information that impacts other Branches 
• Coordinate closely when sharing the same resource during the same 

operational period 
• Assist each other 

   

78. Ensure that regular briefings/staff meetings are held to keep staff 
informed of critical information. D-3   
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Behavior/Activity: Demonstrate effective supervisory principles 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Develop a process for coordinating the relationship between the 
Trainee and the Coach/Evaluator regarding their Position Task 
Book qualification activities. 

D-3 
  

80. Establish a mitigation training program in collaboration with the 
Training Unit, Headquarters, and the Emergency Management 
Institute to meet needs of the disaster and ensure staff achievement 
of Qualifying Sheet requirements. 

D-3 
  

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Negotiate the time of transfer. I   

82. Provide for adequate overlap to ensure the efficient transfer of 
duties. I   

83. Brief replacement on current situation. I   

84. Ensure that appropriate information is up-to-date. I   

85. Ensure that an effective transfer of duties is accomplished. I   

    

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

86. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

87. Ensure that closeout records are current, accurate, and complete. D-3   

88. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Obtain performance appraisal from supervisor. I   

90. Report to the Training Unit upon completion of training 
assignment. I   

91. Make return travel arrangements. I   

92. Prepare the final travel voucher. I   

93. Return accountable property to the Accountable Property Office 
(APO). I   

94. Submit final timesheet, appraisal form, and travel voucher. I   

95. Check out with the Automated Deployment Database (ADD). I   

96. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Branch Director Type II (HBD2) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Branch Director Type II (HBD2) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Branch Director Type II (HBD2) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Grants Support Crew Leader (HGCL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

11. Maintain appropriate span of control. I   

12. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

14. Recognize and communicate potentially hazardous situations. D-3   

15. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

16. Verify that special precautions are taken when hazards exist. D-3   

17. Use personal protective equipment (PPE) when issued. D-3   

18. Safeguard property and equipment. D-3   
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19. Provide current information for the call-down roster. D-3   

20. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

22. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

23. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

24. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

25. Make any necessary organizational adjustments. D-3   

26. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

27. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

29. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

30. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

31. Share current information with co-workers and immediate 
supervisor. D-3   

32. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Coordinate the collection, distribution, and maintenance of HM disaster-related 
information 

Competency: Manage & Organize Information (C18); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Implement the process for Crew to collect and organize data. D-3   

34. Implement the system to provide access to and share information 
with Crew members. D-3   
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35. Facilitate information sharing among Crews. D-3   

36. Work with HM Data Integration Specialist to implement the 
process for data storage and maintenance. D-3   

    

Behavior/Activity: Communicate HM program information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Develop a communication strategy for addressing a hostile 
audience. D-3   

38. Provide guidance on complex Hazards and Performance Analysis 
(HPA) issues at internal (e.g., Joint Field Office (JFO) Program 
areas) and external meetings (e.g., State and local briefings, Town 
Hall Meetings, Speaker's Bureau meetings) and briefings, as 
directed by immediate supervisor. 

D-3 

  

39. Present highly technical information (e.g., risk) for understanding 
and use by non-technical audiences. D-3   

40. Gather input from Crew for Incident Action Plan (IAP) and report 
up to immediate supervisor. D-3   

    

Behavior/Activity: Establish and maintain working relationships to ensure unity of effort 

Competency: Interpersonal Skills (C14); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Establish, cultivate, and manage internal JFO partnerships (e.g., 
External Affairs [EA], Individual Assistance, Public Assistance 
[PA], Logistics, Environmental and Historic Preservation) 
regarding mitigation activities and opportunities for the purposes 
of situational awareness. 

D-3 

  

42. Coordinate with State, Tribal, and local entities and HM Planning 
Crew Leader or Group Supervisor to identify existing actions and 
projects in the hazard mitigation plans, and expedite development 
of innovative strategies. 

D-3 
  

43. Work with State, Tribal, other Federal agencies, and private sector 
as appropriate. D-3   

44. Coordinate HM HPA goals and strategies with other HM Crew 
Leaders. D-3   
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45. Coordinate activities with State Hazard Mitigation Officer on 
Hazard Mitigation Grant Program (HMGP) issues. D-3   

46. Assist the State with identifying and staffing education and 
outreach opportunities in support of FEMA/State mitigation 
strategies. 

D-3 
  

    

Behavior/Activity: In coordination with supervisor, develop tactical plan to implement functional objectives 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Design tactical plan for Crew to include a list of essential crew 
activities (e.g., staffing plan, HMGP policies, HM Plans 
information). 

D-3 
  

48. Develop Crew calendar to include events and HM Program 
milestones (e.g., HMGP application deadlines, HM Plans 
deadlines). 

D-3 
  

49. Develop list and plan for the resources needed to accomplish Crew 
goals and objectives (e.g., coordinate staffing for review of HMGP 
applications). 

D-3 
  

50. Maintain a “big picture” perspective when developing and 
executing the tactical plan. D-3   

    

Behavior/Activity: Demonstrate effective supervisory practices and principles 

Competency: Leadership (C16); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Provide clear direction, assignments, and guidance to effectively 
structure and organize work activities, maximize productivity, and 
fulfill the incident objectives. 

D-3 
  

52. Keep subordinates informed of situational awareness, the context 
in which we are operating in the JFO and communities to include 
decisions, actions, and changes that affect them. 

D-3 
  

53. Communicate job-performance requirements to subordinates. (e.g., 
work hour, rotation schedule, contact list). D-3   

54. Establish work assignments and set priorities. D-3   

55. Distribute work equitably and appropriately among Crew 
members. D-3   
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56. Delegate specific authority based on the assigned tasks. D-3   

57. Execute signature authority for all required documents, as 
authorized. D-3   

58. Ensure all assigned personnel time records are complete, accurate 
and submitted within established timeframes. D-3   

59. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

60. Continuously evaluate and acknowledge performance. D-3   

61. Identify and reward high performance. D-3   

62. Communicate performance deficiencies immediately and take 
corrective action. D-3   

63. Prepare and discuss incident-specific performance evaluations 
using agency approved forms with assigned personnel. D-3   

64. Complete task book assessment records and discuss the results 
with assigned personnel. D-3   

    

Behavior/Activity: Manage crew activities in support of HM strategy 

Competency: Manage Resources (C19); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Direct Crew members to carry out HM Grants support objectives 
appropriate to the operational period. D-3   

66. Identify and address immediate, disaster-related HM Grants 
support issues. D-3   

67. Communicate to supervisors and employees how ongoing 
activities of the Crew are both appropriate to the IAP and in 
support of the HM Strategy. 

D-3 
  

68. Implement technical assistance to the State, local and tribal 
governments, and other JFO programs in support HM Grants 
support goals. 

D-3 
  

69. Mentor and guide State PA staff in the 406 Mitigation process. D-3   

70. Assess stakeholder training needs and requests. D-3   

71. Monitor Crew activities to ensure that identified mitigation 
opportunities are implemented. D-3   

72. Serve as Project Monitor for any HM contract work in the field. D-3   
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73. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

74. Select and provide guidance to staff to participate in public 
meetings. D-3   

75. Maintain case files for critical issues or issues requiring significant 
management and follow-up. D-3   

76. Identify effective HM operating procedures and job aids. D-3   

77. Develop operating procedures, best methods, and job aids, and 
forward to FEMA Headquarters Mitigation Regional and Disaster 
Support (R&DS) for consideration as HM Standard Operating 
Procedure. 

D-3 
  

    

Behavior/Activity: Lead personnel 

Competency: Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

78. Lead through example by acting in a fair and ethical manner 
toward others and demonstrating commitment to public service. D-3   

79. Recommend to immediate supervisor proactive opportunities to 
advance goals of Crew. D-3   

80. Provide Crew members with HM Program direction. D-3   

81. Provide vision and motivation for Crew members to accomplish 
mitigation. D-3   

82. Motivate community officials to accomplish mitigation. D-3   

83. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

84. Encourage open communication and input from assigned 
personnel. D-3   

85. Foster consensus-building among assigned personnel. D-3   

86. Promote a teamwork environment that encourages individuals to 
share knowledge, work cooperatively, engage in continuous 
learning, and contribute fully to team-based efforts. 

D-3 
  

87. Recognize effective individual and team performance. D-3   

  



21 November 2011, Revised HM GRANTS SUPPORT CREW LEADER (HGCL) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 13 

Behavior/Activity: Coordinate program delivery of crew 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Coordinate activities with HM Grants Crew Leader. D-3   

89. Develop work plan for expedited technical review (architecture 
and engineering) of HMGP applications in coordination with 
technical review team e.g., FEMA, State, local (consultants), 
Tribal (consultants). 

D-3 
  

90. Mentor and guide State PA staff in the 406 Mitigation process. D-3   

91. Guide in the evaluation of HMGP applications for technical 
viability, feasibility, and mitigation effectiveness. D-3   

92. Guide in the evaluation of direct and indirect social and economic 
disaster impacts to assist with multi-hazard planning. D-3   

93. Guide in the evaluation of HMGP project cost proposal(s) for 
allowableness and reasonableness. D-3   

94. Ensure staff has adequate training on Benefit-Cost Analysis (BCA) 
software. D-3   

95. Review staff BCAs for accuracy. D-3   

96. Direct and manage the use of geospatial products in support of the 
HM Strategy, to include advanced GIS software, techniques, and 
analysis. 

D-3 
  

97. Obtain risk analysis information from HPA Research Unit. D-3   

98. Manage technical assistance relating to building codes. D-3   

99. Work with the HM Data Integration Specialist to create identifiers 
for all collected data and ensure data is retained. D-3   

100. Ensure data entry into a tracking system for monitoring Project 
Worksheets (e.g., National Emergency management Information 
System, Emergency Management Mission Integration 
Environment). 

D-3 
  

101. Assign personnel to assist the State and tribal at internal/external 
briefings (e.g., applicant briefings, kick-off meetings) in presenting 
HMGP project opportunities and benefits. 

D-3 
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102. Provide HMGP program materials. D-3   

• Audiences 
• HM Staff 
• PA 
• State, Local, Tribal (Private Consultants) 
• Technical Assistance Contractor 
• Hazard Mitigation Technical Assistance Program 
• Other Federal Agencies 
• Materials 
• BCA software module 
• Technical bulletins 
• Publications 
• Fact sheets 
• Mitigation Assessment Team reports 
• Zoning 
• Building Codes 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

103. Negotiate the time of transition. I   

104. Provide for adequate overlap to ensure efficient transfer of duties. I   

105. Brief replacement on current situation. I   

106. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

107. Ensure that an effective transition of duties is accomplished. I   

108. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

109. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

110. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

111. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

112. Obtain performance appraisal from supervisor. I   

113. Report to the Training Unit upon completion of training 
assignment. I   

114. Make return travel arrangements. I   

115. Prepare the final travel voucher. I   

116. Return accountable property to the Accountable Property Office 
(APO). I   

117. Submit final timesheet, appraisal form, and travel voucher. I   

118. Check out with the Automated Deployment Database (ADD). I   

119. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Grants Support Crew Leader (HGCL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Grants Support Crew Leader (HGCL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Grants Support Crew Leader (HGCL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position. 

 
Official’s Signature and Date 

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Insurance Specialist (HISP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   
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12. Advise co-workers of potentially hazardous situations where 
appropriate. I   

13. Use personal protective equipment (PPE) when issued. I   

14. Safeguard property and equipment. I   

15. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

17. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

18. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

19. Share current information with co-workers and immediate 
supervisor. D-3   

20. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

22. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

23. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Gather, review, and organize disaster-related information for analysis and decision 
making 

Competency: Analysis/Reasoning (C2); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend and participate in internal and external meetings, as 
assigned. D-3   

25. Obtain and review Federal Coordinating Officer operational 
priorities and State/FEMA HM Strategy from immediate 
supervisor. 

D-3 
  

26. Coordinate with immediate supervisor to identify insurance 
opportunities in State and local hazard mitigation priorities. D-3   

27. Obtain and review Incident Action Plan (IAP) and Disaster 
Situation Reports from immediate supervisor for current Incident 
Period and identify insurance issues that could be included in IAP. 

D-3 
  

28. Obtain National Flood Insurance Program (NFIP) statistical 
information (e.g., claims and policy information, sanctioned, 
suspended or non-participating communities) from Bureau and 
Statistical Agent and Community Status Book on affected 
communities. 

D-3 

  

29. Identify and research potential best practices (e.g., Increased Cost 
of Compliance (ICC) Claims, substantial damage, repetitive loss 
structures). 

D-3 
  

30. Obtain floodplain management-related information from HM 
Floodplain Management Specialist to identify specific issues. D-3   
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31. Collect insurance-related publications for distribution to 
stakeholders (e.g., brochures, fact sheets, Write Your Own [WYO] 
bulletin series). 

D-3 
  

32. Obtain community demographics (e.g., Community Relations, 
Individual Assistance [IA], State representatives, US Census). D-3   

33. Research complex insurance issues (e.g., basement coverage, 30 
day waiting period, how to file ICC claims) and follow up as 
assigned. 

D-3 
  

    

Behavior/Activity: Communicate HM program information 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Share program information across the HM Branch to support the 
HM Strategy.  D-3   

35. Communicate with internal partners (e.g., IA, Public Assistance, 
Small Business Administration). D-3   

36. Produce HM program information and communicate with external 
audiences (e.g., professional organizations, private and nonprofit 
entities, public).  

D-3 
  

37. Conduct outreach to agents and lenders to promote growth of NFIP 
policies and assist with insurance related issues. D-3   

38. Follow established protocol to work with External Affairs to 
respond to media requests and develop insurance-related messages. D-3   

39. Use customer service techniques (e.g., active listening, empathy, 
compassion) when providing mitigation information.   D-3   

40. Provide input for IAP through the Operational Planning Worksheet 
(ICS 215).   D-3   
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Behavior/Activity: Establish and maintain effective working relationships  

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Coordinate with HM Planning Crew to ensure that the insurance 
activities are developed in conformance with mitigation plans. D-3   

42. Coordinate with Headquarters and Regional Insurance Liaison, 
insurance industry workforce, trade associations (e.g., Independent 
Insurance Agents of America, Professional Insurance Agents) and 
State Insurance Commissioner staff. 

D-3 
  

    

Behavior/Activity: Advise and guide on HM program concepts, rules, regulations, and processes 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14); Advance Mitigation Programs 
(T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Provide basic technical assistance to internal and external partners 
on insurance issues.  D-3   

44. Serve as subject matter specialist on behalf of the Group on issues 
or problems, as assigned by immediate supervisor. D-3   

45. Assist immediate supervisor in providing training on insurance 
issues.  D-3   

    

Behavior/Activity: Implement the HM program processes  

Competency: Knowledge of Program & Technical Protocols (C15); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Consult program regulations and FEMA policies concerning 
Hazard Mitigation (e.g., 44 Code of Federal Regulations, HM 
functional/program policy documents, HM guidance documents). 

D-3 
  

47. Respond to inquiries from internal and external partners in a timely 
manner with accurate information. D-3   

48. Respond to requests for information from HM Advisor Specialists 
at Disaster Recovery Centers, insurance agents, lenders, adjusters, 
and Federal, State, and local government officials regarding 
insurance issues.  

D-3 
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49. Distribute insurance information to disaster-affected communities 
(e.g., fliers, publications, videos, statistics, public service 
announcements, insurance availability). 

D-3 
  

50. Review Request for Assistance Log and advise of critical 
insurance issues.   D-3   

    

Behavior/Activity: Demonstrate capability to use applicable systems, tools, and equipment  

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Access and use special FEMA NFIP systems (e.g., National Tool, 
Community Information System, NFIP Policy Database). D-3   

52. Maintain Request for Assistance Log and case files for insurance 
assistance, as directed by immediate supervisor. D-3   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Obtain the time of transition from immediate supervisor. I   

54. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

55. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Obtain performance appraisal from supervisor. I   

57. Report to the Training Unit upon completion of training 
assignment. I   

58. Make return travel arrangements. I   

59. Prepare the final travel voucher. I   

60. Return accountable property to the Accountable Property Office 
(APO). I   

61. Submit final timesheet, appraisal form, and travel voucher. I   

62. Check out with the Automated Deployment Database (ADD). I   

63. Check out with the IT Service Manager in the Communication 
Unit. I   
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Non-Flood Property Insurance Specialty    

Behavior/Activity: Advise and provide technical assistance on non-flood property insurance expertise  

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Provide technical information to internal and external partners on 
non-flood property insurance matters. D-3   

2. Analyze and interpret complex non-federal flood and non-flood 
property insurance policies. D-3   

 

JFO Hotline Specialty    

Behavior/Activity: Advise and provide technical support to JFO hotline operations  

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Provide JFO 1-800 Insurance Hotline technical assistance (e.g., to 
HM Community Education and Outreach Specialists, local 
applicants, FEMA, State partners). 

D-3 
  

2. Receive inquiries and provide guidance and referrals. D-3   

3. Elevate inquiries that require higher expertise.  D-3   

4. Maintain case files for critical issues or issues requiring significant 
management and follow-up. D-3   

5. Follow up with FEMA staff, WYO representatives, and others as 
required, to ensure resolution of issues. D-3   

6. Maintain daily communication with Crew Leader to inform of 
issues being encountered. D-3   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Insurance Specialist (HISP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Insurance Specialist (HISP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Insurance Specialist (HISP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Group Supervisor (HMGS) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. E   

6. Obtain agency identification (badge) or other government-issued 
identifications. E   
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7. Obtain additional job-required equipment or supplies. E   

• Computer 
• Cellular, desk phone, satellite phone, radio, etc. 
• Handheld GPS, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 
• Obtain current Incident Action Plan (IAP), if available 
• Obtain schedule of appropriate meetings or conference calls 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current state and local 

priorities 
• Reporting requirements of the branches (essential elements of 

information [EEI]) 

   

11. Identify topics, issues and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

24. Notify the Safety Officer of any accidents. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

• Incident objectives 
• Coordination needs at the division level 
• Coordination needs at the state and local level 

   

26. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

27. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

28. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

29. Make any necessary organizational adjustments. D-3   

30. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

31. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Participate in the incident action planning process when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Coordinate with immediate supervisor to prepare for the 
Operations Tactics meeting. D-3   

33. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-3   
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34. Ensure that task descriptions provide clear, concise direction and 
performance expectations that support the incident objectives. D-3   

35. Ensure that accurate operational information is included on the ICS 
215. D-3   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

36. Attend the Operations Tactics meeting if requested. D-3   

    

Behavior/Activity: Obtain an initial briefing from the Operations Section Chief (OSC) and gather situational 
information relevant to your Group 

Competency: Decision Making & Judgment (C7); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Obtain relevant situational information on your assigned Group. D-3   

• Organization of Incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en-route and/or ordered 
• Incident facilities, types, and location 
• Declaration request or disaster declaration 
• Preliminary Damage Assessment report 
• On-going safety concerns for personnel 

   

38. Coordinate the collection of mitigation-specific data to support 
Group operations. D-3   

39. Identify topics and issues of potential relevance to HM Group. D-3   

    

Behavior/Activity: Establish and maintain effective working relationships 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Establish and maintain relationship with Regional Mitigation 
program staff regarding program questions being raised. D-3   
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Behavior/Activity: Serve as primary spokesperson for mitigation programs in declared area 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1)  

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Provide guidance and explanation on all mitigation programs to the 
Federal Coordinating Officer (FCO) and other Joint Field Office 
(JFO) senior staff. 

D-3 
  

42. Represent the FCO as requested in public forums on all mitigation 
programs. D-3   

43. Represent the FCO as requested to explain mitigation programs or 
issues to local, State, and Federal elected officials. D-3   

44. Assist External Affairs (EA) in ensuring that the mitigation 
message is accurately represented in all media outlets. D-3   

    

Behavior/Activity: Manage HM group to ensure effective implementation of Stafford Act programs and 
National Flood Insurance Reform Act (NFIRA) as amended 

Competency: Manage Resources (C19); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Manage the HM Group budget. D-3   

46. Develop and implement a data management plan. D-3   

47. Maintain record of commitments that have been made (e.g., 
disaster-specific policies, Federal-State expectations and 
responsibilities, contract information, State priorities). 

D-3 
  

    

Behavior/Activity: Work with regional and state mitigation managers to understand history of relationships 
with FEMA and in particular mitigation programs in declared area 

Competency: Interpersonal Skills (C14); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Coordinate with Host Regional Mitigation Division Director to 
obtain current Regional priorities for the disaster, and State and 
local hazard mitigation plan priorities. 

D-3 
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Behavior/Activity: Develop the hazard mitigation strategy for the disaster 

Competency: Manage Development of Plans (C17); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Collaborate with State Hazard Mitigation Officer and HM Group 
functional staff to develop a HM Strategy for the disaster that 
ensures the recovery process serves to reduce vulnerability to 
future disasters. 

D-3 
  

50. Outline major hazard mitigation goals, objectives, priorities, and 
potential hazard mitigation projects. D-3   

51. Address the reduction of repetitive flood losses in cooperation with 
the FEMA Region and the State. D-3   

    

Behavior/Activity: Ensure the group organizational structure and staffing are adequate to achieve 
operational objectives and to implement the hazard mitigation strategy 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Organize the HM Group (e.g., Task Forces, Crews, Technical 
Specialists, etc.), based on Incident objectives and Branch Director 
or Operations Section Chief (OSC) direction. 

D-3 
  

• Emergency Support Functions assigned 
• Extent of HM requirements as indicated by HM Strategy 
• Internal JFO coordination needs 
• Coordination needs at the State and local level 
• Span of control, unity of command 

   

53. Determine if Group operational facilities are adequate to meet 
incident needs: JFO Disaster Recovery Centers and other 
Community Education and Outreach venues. 

D-3 
  

54. Gather and organize multiple resources for the assignment (e.g., 
number and kind of positions needed for Task Force Leaders, 
Crew Leaders, Technical Specialists, Expert Specialists, and 
Specialists). 

D-3 
  

55. Track resources assigned to the Group.  D-3   

• Kind and type 
• Resource identifier, if assigned (e.g., Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 
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56. Inspect assigned resources, for example: D-3   

• Ensure qualifications 
• Establish and maintain personnel accountability 
• Ensure that resources have the proper type(s) of tools and equipment in 

good working condition 
• Establish common communications capability 

   

57. Develop HM Group organization and staffing charts. D-3   

58. Discuss findings and recommendations with the Branch Director or 
OSC as necessary. D-3   

• Organizational structure 
• Shortages or surpluses of resources 
• Changes in tactics 
• Issues and concerns 
• Facilities 

   

59. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes per Branch 
Director or OSC direction. 

D-3 
  

    

Behavior/Activity: Establish and maintain strategic partnerships to achieve HM strategy objectives 

Competency: Interpersonal Skills (C14); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

60. Ensure that partnerships are established, cultivated, and managed 
with internal JFO partners regarding mitigation activities and 
opportunities for the purposes of situational awareness (e.g., EA, 
Individual Assistance, Public Assistance, Logistics, Environmental 
and Historic Preservation). 

D-3 

  

61. Coordinate mitigation goals and strategies with Titled Group 
Supervisors internal to FEMA and in other Federal Agencies. D-3   
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Behavior/Activity: Coordinate with state, tribal, and local officials to ensure unity of effort 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Coordinate with State and local government personnel and other 
appropriate State and Federal personnel. D-3   

• Identify and promptly resolve disagreements, issues, and 
misunderstandings 

• Share critical information, tactics and contingency plans 
• Be proactive in anticipating coordination issues early and take actions 

to mitigate or resolve 
• Collaborate with the State in encouraging and supporting local hazard 

mitigation planning 
• Foster team work and emphasize a unified approach 

   

63. Ensure a productive, positive relationship with local officials. D-3   

• Local officials receiving the necessary information and support they 
need 

• Concerns of local officials being heard by FEMA 
• Disagreements, problems, and misunderstandings being identified and 

promptly resolved 

   

    

Behavior/Activity: Create an open and team-based work environment within the mitigation group 

Competency: Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the HM Branch. D-3   

65. Support HM Branch Task Force Leaders in developing and 
implementing innovative approaches to delivering programs. D-3   

    
Behavior/Activity: Demonstrate effective supervisory principles 

Competency: Knowledge of Program & Technical Protocols (C15); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

66. Prepare and discuss formal performance evaluations. D-3   

67. Ensure all personnel time records are complete, accurate, and 
submitted within established timeframes. D-3   
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68. Coordinate the relationship between the trainee and the 
Coach/Evaluator regarding their Position Task Book qualification 
activities. 

D-3 
  

69. Conduct training needs assessment and coordinate mitigation 
training programs with Training Unit to enable staff to achieve 
Qualifying Sheet requirements. 

D-3 
  

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Negotiate the time of transition. I   

71. Provide for adequate overlap to ensure efficient transfer of duties. I   

72. Brief replacement on current situation. I   

73. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

74. Ensure that an effective transition of duties is accomplished. I   

75. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

77. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

78. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Obtain performance appraisal from supervisor. I   

80. Report to the Training Unit upon completion of training 
assignment. I   

81. Make return travel arrangements. I   

82. Prepare the final travel voucher. I   

83. Return accountable property to Accountable Property Office 
(APO). I   

84. Submit final timesheet, appraisal form, and travel voucher. I   

85. Check out with the Automated Deployment Database (ADD). I   

86. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Group Supervisor (HMGS) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Group Supervisor (HMGS) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Group Supervisor (HMGS) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Program Support Manager (HMMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 

  



HM PROGRAM SUPPORT MANAGER (HMMG) 21 November 2011, Revised 

2 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    
Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 

supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 
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27. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any necessary organizational adjustments. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   
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35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Coordinate the collection, distribution, and maintenance of HM disaster-related 
information 

Competency: Manage & Organize Information (C18); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Implement the process for staff to collect and organize data. D-3   

37. Implement the system to provide access to and share information 
with staff members. D-3   

38. Facilitate information sharing among staff. D-3   

39. Work with HM Data Integration Specialist to implement the 
process for data storage and maintenance. D-3   

    

Behavior/Activity: Communicate complex HM program information under stressful situations 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Develop a communications strategy in support of the HM Strategy 
for HM Branch management. D-3   

41. Provide guidance on complex HM Branch issues at internal 
meetings and briefings, as directed by immediate supervisor. D-3   
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Behavior/Activity: Establish and maintain working relationships to ensure unity of effort 

Competency: Interpersonal  Skills (C14); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Establish, cultivate, and manage JFO partnerships regarding 
mitigation activities and opportunities for the purposes of 
situational awareness. 

D-3 
  

43. Coordinate goals, objectives, and implementation strategies with 
HM Branch Group Supervisors. D-3   

    

Behavior/Activity: Coordinate program delivery of crew 

Competency: Information Management (C13); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Ensure Branch training function is accomplished (e.g., training 
needs assessment, training plan, training plan implementation, 
evaluation). 

D-3 
  

45. Ensure coordination of mitigation programs with activated 
Emergency Support Functions (ESFs). D-3   

• Common interests between mitigation programs and ESF activities 
• Leveraging of ESF activities and resources in support of mitigation 

programs 
• Coordination with HM staff to provide mitigation technical assistance 

and resources in support of ESF activities 
• Coordinated messaging through workshops, publications and press 

releases 

   

46. Ensure Mitigation Preliminary Damage Assessment (PDA) 
function is accomplished. D-3   

• Mitigation representation on Individual Assistance and/or Small 
Business Administration PDA teams 

• PDA results reviewed and disseminated to Group Supervisors as 
appropriate 

   

47. Ensure data integration requirements are fulfilled. D-3   

• Management of HM data and storage devices 
• Technical resource for HM databases and data sets 
• Systems analysis to ensure effective information sharing 
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Behavior/Activity: Establish work assignments and performance expectations in support of incident 
objectives and branch director or Operations Section Chief (OSC) direction 

Competency: Manage Resources (C19); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Facilitate the development and sign-off of HM Strategy in include 
coordination with Operations Section Chief (OSC), HM Branch 
Director, Group Supervisors, Region and Headquarters Mitigation 
Regional and Disaster Support (R&DS). 

D-3 
  

49. Monitor HM Branch operations to identify shortfalls and anticipate 
needs. D-3   

50. Monitor JFO organizational priorities and translate for action with 
HM Branch Management section. D-3   

    

Behavior/Activity: Analyze operations and recommend adjustments 

Competency: Analysis/Reasoning (C2); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Get feedback from Branch Director and OSC to develop 
recommendations for HM Branch adaptations. D-3   

52. Compare HM Branch work against HM Strategy. D-3   

    

Behavior/Activity: In coordination with supervisor, develop tactical plan to implement functional objectives 

Competency: Analysis/Reasoning (C2); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Design tactical plan for HM Branch Management staff to include a 
list of essential staff activities. D-3   

54. Develop HM Branch Management calendar to include events and 
program milestones. D-3   

55. Develop list and plan for the resources needed to accomplish HM 
Branch Management goals and objectives. D-3   

56. Maintain a “big picture” perspective when developing and 
executing the tactical plan. D-3   
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Behavior/Activity: Manage crew/staff activities in support of HM strategy 

Competency: Manage & Organize Information (C18); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Direct staff to carry out HM Branch Management objectives 
appropriate to the operational period. D-3   

58. Identify and address immediate, disaster-related HM Branch 
Management issues. D-3   

59. Communicate to supervisors and employees how ongoing 
activities of the staff are both appropriate to the IAP and in support 
of the HM Strategy. 

D-3 
  

60. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

61. Maintain case files for critical issues or issues requiring significant 
management and follow-up. D-3   

62. Identify effective HM operating procedures and job aids. D-3   

63. Develop operating procedures, best methods, and job aids, and 
forward to FEMA R&DS for consideration as HM Standard 
Operating Procedure. 

D-3 
  

    

Behavior/Activity: Lead personnel 

Competency: Interpersonal Skills (C14); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Lead through example by acting in a fair and ethical manner 
toward others and demonstrating commitment to public service. D-3   

65. Recommend to immediate supervisor proactive opportunities to 
advance goals of staff. D-3   

66. Provide staff members with program direction. D-3   

67. Provide vision and motivation for staff members to accomplish 
mitigation. D-3   

68. Motivate community officials to accomplish mitigation. D-3   

69. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

70. Encourage open communication and input from assigned 
personnel. D-3   
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71. Foster consensus-building among assigned personnel. D-3   

72. Promote a teamwork environment that encourages individuals to 
share knowledge, work cooperatively, engage in continuous 
learning, and contribute fully to team-based efforts. 

D-3 
  

73. Recognize effective individual and team performance. D-3   

    

Behavior/Activity: Demonstrate effective supervisory practices and principles 

Competency: Knowledge of Program & Technical Protocols (C15); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Provide clear direction, assignments, and guidance to effectively 
structure and organize work activities, maximize productivity, and 
fulfill the incident objectives. 

D-3 
  

75. Keep subordinates informed of situational awareness, the context 
in which we are operating in the JFO and communities to include 
decisions, actions, and changes that affect them. 

D-3 
  

76. Communicate job-performance requirements to subordinates. (e.g., 
work hour, rotation schedule, contact list). D-3   

77. Establish work assignments and set priorities. D-3   

78. Distribute work equitably and appropriately among team members. D-3   

79. Delegate specific authority based on the assigned tasks. D-3   

80. Execute signature authority for all required documents, as 
authorized. D-3   

81. Ensure all assigned personnel time records are complete, accurate, 
and submitted within established timeframes. D-3   

82. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

83. Continuously evaluate and acknowledge performance. D-3   

84. Identify and reward high performance. D-3   

85. Communicate performance deficiencies immediately and take 
corrective action. D-3   

86. Prepare and discuss incident-specific performance evaluations 
using agency-approved forms with assigned personnel. D-3   

87. Complete task book assessment records and discuss the results 
with assigned personnel. D-3   
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Negotiate the time of transition. I   

89. Provide for adequate overlap to ensure the efficient transfer of 
duties. I   

90. Brief replacement on current situation. I   

91. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

92. Ensure that an effective transition of duties is accomplished. I   

93. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

95. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

96. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

97. Obtain performance appraisal from supervisor. I   

98. Report to the Training Unit upon completion of training 
assignment. I   

99. Make return travel arrangements. I   

100. Prepare the final travel voucher. I   

101. Return accountable property to the Accountable Property Office 
(APO). I   

102. Submit final timesheet, appraisal form, and travel voucher. I   

103. Check out with the Automated Deployment Database (ADD). I   

104. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Program Support Manager (HMMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Program Support Manager (HMMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Program Support Manager (HMMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM HPA Specialist Expert (HPEX) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 



21 November 2011, Revised HM HPA SPECIALIST EXPERT (HPEX) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 5 

Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

12. Advise co-workers of potentially hazardous situations where 
appropriate. I   

13. Use personal protective equipment (PPE) when issued. I   

14. Safeguard property and equipment. I   

15. Provide current information for the call-down roster. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

17. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

18. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

19. Share current information with co-workers and immediate 
supervisor. D-3   

20. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

22. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

23. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Gather, review, and analyze complex disaster-related information 

Competency: Analysis/Reasoning (C2); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend and extract information that impacts Hazards and 
Performance Analysis (HPA) at scheduled briefings (e.g., HM 
Branch, all hands, functional) and debriefings, as required by 
immediate supervisor. 

D-3 
  

25. Review Federal Coordinating Officer operational priorities and 
State/FEMA HM Strategy for critical HM Program issues that 
impact HPA. 

D-3 
  

26. Coordinate with immediate supervisor to identify potentially 
controversial State and local hazard mitigation priority activities. D-3   

27. Review incident data collected to identify targeted areas for 
advanced level mitigation opportunities. D-3   

28. Coordinate the collection of technical data (e.g., perishable data, 
hazard maps, Flood Insurance Rate Maps). D-3   

29. Work with the HM Data Integration Specialist to create identifiers 
for all collected data and ensure data is retained. D-3   

30. Identify information gaps. D-3   

31. Identify sources and solutions to address information gaps. D-3   

  



21 November 2011, Revised HM HPA SPECIALIST EXPERT (HPEX) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 9 

Behavior/Activity: Communicate complex HM program information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Develop a communication strategy for addressing a hostile 
audience. D-3   

33. Provide guidance on complex HPA issues at internal (e.g., Joint 
Field Office [JFO] Program areas) and external meetings (e.g., 
State and local briefings, Town Hall Meetings, Speaker's Bureau 
meetings) and briefings, as directed by immediate supervisor. 

D-3 
  

34. Translate highly technical information for understanding and use 
by non-technical audiences. D-3   

35. Provide input for Incident Action Plan (IAP). D-3   

    

Behavior/Activity: Establish and maintain effective working relationships 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Coordinate with appropriate individuals to ensure that HPA 
activities are developed in conformance with HM Strategy and 
mitigation plans. 

D-3 
  

37. Follow established protocols to work with External Affairs-
Congressional to provide input into complex and controversial 
mitigation-related inquiries (e.g., citizen inquiries, Congressional 
Offices, HM Regional and/or Headquarters coordination) as 
assigned by immediate supervisor. 

D-3 

  

    

Behavior/Activity: Advise and guide on complex HM program concepts, rules, regulations, and processes 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Provide HM Program and/or operational technical expertise to 
internal and external stakeholders on complex and controversial 
matters. 

D-3 
  

39. Provide subject matter expertise on complex mitigation issues. D-3   



HM HPA SPECIALIST EXPERT (HPEX) 21 November 2011, Revised 

10 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

40. Identify effective HM operating procedures and job aids. D-3   

41. Develop operating procedures, best methods, and job aids, as 
directed. D-3   

    

Behavior/Activity: Analyze program-related data to make recommendations and identify problems 

Competency: Analysis/Reasoning (C2); Decision Making & Judgment (C7); Advance Mitigation 
Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Recognize the need for contract technical specialist (e.g., Coastal, 
Economist, Hydrologist). D-3   

43. Communicate the need for contract technical specialists to 
supervisor. D-3   

44. Follow through to acquire necessary expertise and resources. D-3   

    

Behavior/Activity: Implement advanced program processes 

Competency: Interpersonal Skills (C14); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Apply regulations and FEMA policies to resolve complex Hazard 
Mitigation program (e.g., 44 Code of Federal Regulations, HM 
guidance documents) issues. 

D-3 
  

46. Refer to the Hazard Mitigation Grant Program (HMGP) 
Administrative Plan to identify and confirm the point of contact 
and the HMGP process for the disaster. 

D-3 
  

47. Coordinate with senior HMGP staff to obtain eligibility 
determinations from the Environmental Officer and the HM HPA 
Specialist (regarding Benefit-Cost Analysis [BCA]). 

D-3 
  

48. Track grant review development process and work with Regional 
Office/State Hazard Mitigation Officer (SHMO) to resolve any 
issues regarding application development. 

D-3 
  

49. Conduct or assist with Duplication of Benefits research as needed. D-3   

50. Coordinate with Environmental Officer to obtain National 
Environmental Protection Act and National Historic Preservation 
Act Section 106 reviews, as assigned by immediate supervisor. 

D-3 
  

51. Provide required reports to the Crew Leader or Group Supervisor D-3   
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in a timely manner. 

52. Provide regular status reports for FEMA management and SHMO 
regarding HMGP application development and technical assistance 
progress through immediate supervisor. 

D-3 
  

53. Assist in preparation and delivery of workshops and outreach 
activities, as assigned by immediate supervisor. D-3   

54. Coordinate with appropriate staff to obtain or ensure the 
availability of materials for the workshops, briefings, and technical 
assistance outreach. 

D-3 
  

    

Behavior/Activity: Demonstrate expert capability to use applicable systems, tools, and equipment 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Teach and mentor use of FEMA technology tools and systems. 
(e.g., BCA tool) D-3   

    

Behavior/Activity: Provide advanced technical assistance to branch on geographic information system (GIS) 

Competency: Communication-Verbal (C4); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Educate HM Branch staff and other JFO functions, on GIS 
capabilities and applications (e.g., perishable data, mapping, risk 
analysis [HAZUS]), in coordination with the Geospatial 
Intelligence Unit (GIU) and Training Unit. 

D-3 
  

57. Assist stakeholders to define GIS product requests including needs 
for spatial analysis and modeling. D-3   

58. Identify overlapping areas of interest between various stakeholders 
and facilitate collaborative use of data to deliver effective and 
integrated mitigation program efforts. 

D-3 
  

59. Determine and manage stakeholders' expectations for products and 
their delivery timeframes. D-3   

60. Guide HM HPA specialists in developing maps and analyses for 
the HM Strategy, IAPs, and Situation Reports (SITREPs), as 
requested. 

D-3 
  

61. Collaborate with GIU to produce targeted mitigation program 
products (e.g., Disaster Recovery Center locations, HMGP 

D-3   
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projects, Individual Assistance [IA] applications). 

62. Leverage products and analysis from other federal agencies, 
partners and stakeholders to support internal products and 
analyses. 

D-3 
  

63. Make recommendations for GIS data collection needs. D-3   

64. Review HPA spatial analyses and model results for completeness 
and accuracy. D-3   

65. Serve as subject matter expert for complex spatial analysis. D-3   

66. Develop appropriate spatial analysis techniques and 
methodologies. D-3   

67. Document spatial analysis techniques for standard operating 
procedure. D-3   

    

Behavior/Activity: Provide complex benefit-cost analysis (BCA) technical assistance to HM branch 

Competency: Analysis/Reasoning (C2); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

68. Conduct complex BCA for potential HMGP and 406 Mitigation 
projects. D-3   

69. Assist Crew Leader in determining frequency for BCA, utilizing 
verified, validated, current data (e.g., most current multi-hazard 
frequency data [flood, ice, seismic, wind]). 

D-3 
  

70. Develop and prepare justification and narrative on outcome of 
analysis. D-3   

    

Behavior/Activity: Conduct comprehensive and complex risk analysis 

Competency: Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Identify and analyze risks and vulnerabilities to support the JFO 
operations and goals. D-3   

72. Use GIS, remote sensing, and HAZUS programs for JFO 
operations and goals. D-3   

73. Collect relevant data (e.g., aerial reconnaissance of damages, US 
Geological Survey, internal JFO data [IA, Public Assistance, 
substantial damage estimation]). 

D-3 
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74. Produce maps based on hazard/risk assessments. D-3   

75. Produce technical reports based on hazard/risk assessments. D-3   

76. Review HM HPA Specialist technical reports and analyses. D-3   

77. Compile data from research and analyses in accordance with data 
cataloging system and store for later retrieval. D-3   

78. Interpret and present statistical information to non-statistical staff. D-3   

79. Adapt and modify GIS, remote sensing, and HAZUS programs to 
reflect local conditions. D-3   

    

Behavior/Activity: Provide expert technical assistance for loss avoidance studies 

Competency: Interpersonal Skills (C14); Knowledge of Program & Technical Protocols (C15); Advance 
Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

80. Lead effort to identify the need for Loss Avoidance Studies (e.g., 
identify at-risk structures using risk assessment techniques, 
coordinate with the Federal, State, or Tribal Officials to determine 
study parameters). 

D-3 
  

81. Lead effort to conduct Loss Avoidance Studies (e.g., gather data 
related to return frequency of event; obtain appropriate repetitive 
loss data; evaluate data against established return periods; review 
Community Rating System activities to determine losses avoided). 

D-3 
  

82. Coordinate results with stakeholders (e.g., Grants and Planning 
Group, SHMO, Regional Offices, National Headquarters). D-3   

83. Document study results in a closeout report and in SITREPs, as 
appropriate. D-3   

    

Behavior/Activity: Analyze and interpret program policy 

Competency: Analysis/Reasoning (C2); Decision Making & Judgment (C7); Advance Mitigation 
Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Research, analyze, and interpret policy papers issued by 
Headquarters. D-3   

85. Develop position papers for Region and Headquarters requiring 
policy determination. D-3   
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Behavior/Activity: Manage multiple complex projects and/or assignments 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

86. Assess the workload. 
• Review previous, current, and future workload 
• Determine resources needed 

D-3 
  

87. Develop plan to complete assignments. D-3   

88. Develop timeline for plan to manage multiple projects. D-3   

89. Recommend prioritization of projects to immediate supervisor. D-3   

90. Implement plan for projects or assignments. D-3   

    

Behavior/Activity: Coach or mentor staff on program-related issues 

Competency: Interpersonal Skills (C14); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Train and mentor other team members as directed by immediate 
supervisor. D-3   

92. Review and evaluate HM HPA Specialist BCA analysis. D-3   

93. Coach and mentor HM HPA Specialists in conducting core HPA 
competencies (e.g., BCA, Risk Analysis, Building Codes, Losses 
Avoided). 

D-3 
  

94. Assist HM HPA Specialists in understanding and preparing for 
HM field operations. D-3   

    

Behavior/Activity: Provide program advice and guidance in multiple regions 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

95. Provide HM HPA advice and guidance in a minimum of three 
Regions. D-3   

  



21 November 2011, Revised HM HPA SPECIALIST EXPERT (HPEX) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 15 

Behavior/Activity: Provide program advice and guidance in multiple hazards 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

96. Provide hazard program advice and guidance in three different 
hazards, selecting from flood, fire, earthquake, hurricane, and 
tornado. 

D-3 
  

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

97. Obtain the time of transition from immediate supervisor. I   

98. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

99. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

100. Obtain performance appraisal from supervisor. I   

101. Report to the Training Unit upon completion of training 
assignment. I   

102. Make return travel arrangements. I   

103. Prepare the final travel voucher. I   

104. Return accountable property to the Accountable Property Office 
(APO). I   

105. Submit final timesheet, appraisal form, and travel voucher. I   

106. Check out with the Automated Deployment Database (ADD). I   

107. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM HPA Specialist Expert (HPEX) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM HPA Specialist Expert (HPEX) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM HPA Specialist Expert (HPEX) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Hazard Performance Analysis Group Supervisor 
(HPGS) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. E   

6. Obtain agency identification (badge) or other government-issued 
identifications. E   
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7. Obtain additional job-required equipment or supplies. E   

• Computer 
• Cellular, desk phone, satellite phone, radio, etc. 
• Handheld GPS, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 
• Obtain current Incident Action Plan (IAP), if available 
• Obtain schedule of appropriate meetings or conference calls 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current state and local 

priorities 
• Reporting requirements of the branches (essential elements of 

information [EEI]) 

   

11. Identify topics, issues and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

24. Notify the Safety Officer of any accidents. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

• Incident objectives 
• Coordination needs at the division level 
• Coordination needs at the state and local level 

   

26. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

27. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

28. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

29. Make any necessary organizational adjustments. D-3   

30. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

31. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Participate in the incident action planning process when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Coordinate with the program’s Branch Director to prepare for the 
Operations Tactics meeting. D-3   

33. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-3   
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34. Ensure that task descriptions provide clear, concise direction and 
performance expectations that support the incident objectives. D-3   

35. Ensure that accurate operational information is included on the ICS 
215. D-3   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

36. Attend the Operations Tactics meeting if requested. D-3   

    

Behavior/Activity: Manage the collection, distribution, and maintenance of HM disaster-related information 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Ensure reporting-up of the data collected by Group. D-3   

38. Share information with Group managers and staff. D-3   

39. Facilitate information sharing among Group members. D-3   

40. Ensure coordination with HM Data Integration Specialist. D-3   

41. Maintain data collection for functional area (e.g., arrange contact 
support for data analysis, negotiate contract support). D-3   

    

Behavior/Activity: Communicate HM program information under stressful situations 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1)  

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Direct the presentation of hazards, risk, and building performance 
information to community officials and with the media. Follow 
established protocols to coordinate media interaction with External 
Affairs (EA). 

D-3 
  

43. Create and provide hazards, risk, and building performance 
information at internal meetings and briefings, as directed by 
immediate supervisor. 

D-3 
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Behavior/Activity: Establish and maintain strategic partnerships to advance mitigation goals and objectives 

Competency: Interpersonal Skills (C14); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Coordinate goals and strategies with other Group Supervisor and 
disseminate to Task Force Leaders. D-3   

45. Promote understanding of Hazards and Performance Analysis 
(HPA) functions throughout organization. D-3   

46. Coordinate goals and strategies with other Group Supervisor and 
disseminate to Task Force Leaders. D-3   

47. Promote understanding of HPA functions throughout organization. D-3   

48. Coordinate Group activities with Regional Branch Chief as 
necessary (e.g., risk analysis, risk reduction, Floodplain 
Management). 

D-3 
  

49. Work with Public Assistance to develop the 406 Mitigation 
protocol for the disaster and notify management. D-3   

    

Behavior/Activity: In coordination with other group supervisors and branch director, develop HPA Group 
functional plan to advance the HM strategy 

Competency: Interpersonal Skills (C14); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Develop functional plan in support of the FEMA-State HM 
Strategy by identifying activities that will directly contribute to the 
achievement of HM Strategy objectives established mutually by 
the State and FEMA. 

D-3 
  

51. Prioritize Group activities based on functional plan. D-3   

52. Maintain a “big picture” perspective when developing and 
executing the functional plan. D-3   
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Behavior/Activity: Manage group activities in support of HM strategy 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Manage staff to carry out Group objectives appropriate to the 
operational period. D-3   

54. Promote understanding and provide direction in implementing 
Group functional plan. D-3   

55. Communicate to supervisors and employees how ongoing 
activities of the Group are both appropriate to the Incident Action 
Plan and in support of the HM Strategy. 

D-3 
  

56. Oversee the integration of all Task Force outreach and technical 
assistance activities and the way they are delivered to 
communities. 

D-3 
  

57. Manage stakeholder training needs and requests. D-3   

58. Successfully manage Task Forces and all Crews in HPA. D-3   

59. Manage staff located in remote sites. D-3   

    

Behavior/Activity: Lead personnel 

Competency: Leadership (C16)  

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

60. Recommend to immediate supervisor proactive opportunities to 
advance goals of the HPA Group. D-3   

61. Provide Task Force Leaders with HM Program direction. D-3   

62. Provide vision and motivation for all Group members to 
accomplish mitigation. D-3   

63. Engage community officials to accomplish mitigation. D-3   

64. Recognize effective individual and Group performance. D-3   

65. Guide the implementation of the HPA functional plan within 
Group. D-3   

66. Manage delivery of hazard identification/verification and 
frequency data (e.g., Benefit-Cost Analysis [BCA], reconstruction 
guidance, insurance determinations, planning). 

D-3 
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67. Manage Geographic Information System (GIS) and remote sensing 
services or expertise. D-3   

68. Direct staff to participate in damage assessments to identify hazard 
mitigation opportunities and BCA data in public and private 
facilities. 

D-3 
  

69. Manage staff to process BCA (e.g., Hazard Mitigation Grant 
Program [HMGP], other programs). D-3   

70. Provide project management for contracted services and other 
agreements. D-3   

71. In coordination with the State and HM Grants and Planning Group, 
manage technical assistance to identify and develop mitigation 
opportunities appropriate for funding by the HMGP. 

D-3 
  

72. Oversee HPA technical assistance to Individual Assistance (e.g., 
Temporary Housing, minimization, Other Needs Assistance 
programs). 

D-3 
  

73. Provide technical assistance to Public Assistance (PA) in 
identifying, developing, and/or reviewing PA projects for sound 
mitigation techniques. (e.g., reconstruction guidance, design 
review, 406). 

D-3 
  

74. Develop and implement 406 Mitigation strategy for the operation. D-3   

75. Ensure consistency of mitigation between HM Branch and PA 
Branch. D-3   

76. Determine need for and number of HM 406 Specialists to 
implement. D-3   

77. Support Headquarters-led Mitigation Assessment Team building 
performance studies. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

78. Negotiate the time of transition. I   

79. Provide for adequate overlap to ensure efficient transfer of duties. I   

80. Brief replacement on current situation. I   

81. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 
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82. Ensure that an effective transition of duties is accomplished. I   

83. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

85. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

86. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

87. Obtain performance appraisal from supervisor. I   

88. Report to the Training Unit upon completion of training 
assignment. I   

89. Make return travel arrangements. I   

90. Prepare the final travel voucher. I   

91. Return accountable property to Accountable Property Office 
(APO). I   

92. Submit final timesheet, appraisal form, and travel voucher. I   

93. Check out with the Automated Deployment Database (ADD). I   

94. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 

  



HM HAZARD PERFORMANCE ANALYSIS GROUP SUPERVISOR (HPGS) 21 November 2011, Revised 

16 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Evaluation Record 

 
TRAINEE NAME 

HM Hazard Performance Analysis Group Supervisor 
(HPGS) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Hazard Performance Analysis Group Supervisor 
(HPGS) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Hazard Performance Analysis Group Supervisor 
(HPGS) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position. 

 
Official’s Signature and Date 

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM HPA Specialist (HPSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 





21 November 2011, Revised HM HPA SPECIALIST (HPSP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 1 

FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

12. Advise co-workers of potentially hazardous situations where 
appropriate. I   

13. Use personal protective equipment (PPE) when issued. I   

14. Safeguard property and equipment. I   

15. Provide current information for the call-down roster. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

17. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

18. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

19. Share current information with co-workers and immediate 
supervisor. D-3   

20. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   
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22. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

23. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Gather, review, and organize disaster-related information for analysis and decision 
making 

Competency: Analysis/Reasoning (C2); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend and participate in internal and external meetings, as 
assigned. D-3   

25. Obtain and review Federal Coordinating Officer operational 
priorities and State/FEMA HM Strategy from immediate 
supervisor. 

D-3 
  

26. Coordinate with immediate supervisor to identify State and local 
hazard mitigation priorities. D-3   

27. Obtain and review incident data collected to identify targeted areas 
for potential mitigation opportunities. D-3   

28. Obtain and review Incident Action Plan (IAP) and Disaster 
Situation Reports from immediate supervisor for current Incident 
Period. 

D-3 
  

29. Review, evaluate, and coordinate disaster-specific information, 
including engineering and analyses of disaster-impacted 
infrastructure. 

D-3 
  

30. Obtain and evaluate technical information for the affected area 
(e.g., wind speed maps, earthquake hazard maps, Flood Insurance 
Rate Maps, topographic maps, Flood Insurance Studies). 

D-3 
  

31. Collect critical perishable data (such as high water marks) required 
for later analysis as assigned. D-3   

32. Work with the HM Data Integration Specialist to create metadata 
for all collected data and ensure data is retained. D-3   
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Behavior/Activity: Communicate HM program information 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Share HM Program information across the HM Branch to support 
the HM Strategy. D-3   

34. Communicate with internal partners (e.g., Individual Assistance 
[IA], Public Assistance [PA], Small Business Administration). D-3   

35. Produce HM Program information and communicate with external 
audiences (e.g., professional organizations, private and nonprofit 
entities, public). 

D-3 
  

36. Provide input for IAP through the Operational Planning Worksheet 
(ICS 215). D-3   

    

Behavior/Activity: Establish and maintain effective working relationships 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Coordinate with HM Grants & Planning Group to ensure to ensure 
that work on any Hazard Mitigation Grant Program (HMGP) 
projects adheres to mitigation plans. 

D-3 
  

38. Research to identify existing actions and projects in the hazard 
mitigation plans, and expedite development of innovative 
strategies. 

D-3 
  

39. Work with State, Tribal, and other Federal agencies, and private 
sector for sharing of disaster-related data and analysis (e.g., United 
State Army Corps of Engineers, United State Geologic Survey, 
National Oceanic and Atmospheric Administration). 

D-3 
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Behavior/Activity: Advise and guide on HM program concepts, rules, regulations, and processes 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14); Advance Mitigation Programs 
(T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Provide basic Hazards and Performance Analysis (HPA) technical 
assistance to internal and external stakeholders in the Joint Field 
Office (JFO). 

D-3 
  

41. Serve as subject matter specialist on behalf of the Group on issues 
or problems, as assigned by immediate supervisor. D-3   

 
 

Behavior/Activity: Implement the HM program processes 

Competency: Knowledge of Program & Technical Protocols (C15); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Consult program regulations and FEMA policies concerning 
Hazard Mitigation (e.g., 44 Code of Federal Regulations, HM 
functional/program policy documents, HM guidance documents). 

D-3 
  

43. Respond to inquiries from internal and external partners in a timely 
manner with accurate information. D-3   

44. Perform administrative duties (e.g., records keeping, historical 
reviews), as assigned by immediate supervisor. D-3   

45. Assist with the preparation, revision, and review of the 
Administrative Plan for HPA. D-3   

46. Refer to the HMGP Administrative Plan to identify and confirm 
the point of contact and the HMGP process for the disaster. D-3   

47. When assigned to work HMGP projects, coordinate through HM 
Grants Crew Leader to resolve any issues regarding application 
development. 

D-3 
  

48. Conduct or assist with Duplication of Benefits research as needed. D-3   

49. Coordinate with Environmental Officer to obtain National 
Environmental Protection Act and National Historic Preservation 
Act Section 106 reviews, as assigned by immediate supervisor. 

D-3 
  

50. Provide required reports to the Crew Leader or Group Supervisor 
in a timely manner. D-3   

51. Provide regular status reports for FEMA management and State 
Hazard Mitigation Officer (SHMO) regarding HMGP application 
development and technical assistance progress through immediate 

D-3 
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supervisor. 

52. Assist in preparation and delivery of workshops and outreach 
activities, as assigned by immediate supervisor. D-3   

53. Coordinate Hazard Mitigation Technical Assistance Program 
(HMTAP) deliverables with Region and Headquarters through 
immediate supervisor. 

D-3 
  

54. Recognize the need for contract technical specialists (e.g., Coastal, 
Economist, Hydrologist). D-3   

 

Behavior/Activity: Demonstrate capability to use applicable systems, tools, and equipment 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Access and use FEMA technology tools and systems. D-3   

56. Utilize FEMA-approved Benefit-Cost Analysis (BCA) software or 
methodology to conduct a defensible BCA. D-3   

57. Use digital camera, label and catalog pictures. D-3   

    

Behavior/Activity: Provide geographic information system (GIS) technical assistance to branch 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14); Advance Mitigation Programs 
(T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

58. Educate HM Branch staff and other JFO functions, on Geographic 
Information System (GIS) capabilities and applications (e.g., 
perishable data, mapping, risk analysis, Hazards-United States 
[HAZUS]), in coordination with the Geospatial Intelligence Unit 
(GIU). 

D-3 

  

59. Assist stakeholders to define GIS product requests including needs 
for spatial analysis and modeling. D-3   

60. Identify overlapping areas of interest between various stakeholders 
and facilitate collaborative use of data to deliver effective and 
integrated mitigation program efforts. 

D-3 
  

61. Determine and manage stakeholders' expectations for products and 
their delivery timeframes. D-3   

62. Provide maps and analyses for the HM Strategy, IAPs, and D-3   
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Situation Reports (SITREPs), as requested. 

63. Collaborate with GIU to produce targeted mitigation program 
products (e.g., Disaster Recovery Center locations, HMGP 
projects, IA applications, IA site inspection reports for water 
depths). 

D-3 
  

 

Behavior/Activity: Provide benefit-cost analysis (BCA) technical assistance to HM branch 

Competency: Analysis/Reasoning (C2); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Conduct BCA using FEMA-approved BCA software or 
methodology for potential HMGP and 406 Mitigation projects. D-3   

65. Utilize verified, validated, current data (e.g., most current multi-
hazard frequency data (flood, ice, seismic, wind), elevation data, 
relevant local cost data). 

D-3 
  

66. Develop and prepare justification and narrative on outcome of 
analysis. D-3   

    

Behavior/Activity: Provide risk analysis technical assistance to HM branch 

Competency: Analysis/Reasoning (C2); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Research and analyze risks and vulnerabilities as required to 
support the HM HPA Group goals. D-3   

68. Utilize GIS, remote sensing, and HAZUS programs for HPA 
Group. D-3   

69. Collect relevant data (e.g., aerial reconnaissance of damages, U.S. 
Geological Survey, internal JFO data [IA, PA, substantial damage 
estimation]). 

D-3 
  

70. Produce maps based on hazard/risk assessments. D-3   

71. Produce technical reports based on hazard/risk assessments. D-3   

72. Assist HM Data Integration Specialist in establishing data 
cataloging system. D-3   

73. Compile data from research and analyses in accordance with data 
cataloging system and store for later retrieval. D-3   
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74. Interpret and present statistical information to non-statistical staff. D-3   

 

Behavior/Activity: Provide technical assistance for loss avoidance studies 

Competency: Analysis/Reasoning (C2); Decision Making & Judgment (C7); Knowledge of Program & 
Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Identify the need for Loss Avoidance Studies (e.g., identify at-risk 
structures, coordinate with Federal, State, or Tribal officials to 
determine study parameters). 

D-3 
  

76. Understand the use of Loss Avoidance Studies. D-3   

77. Participate in Loss Avoidance Studies (e.g., gather data related to 
return frequency of event; obtain appropriate repetitive loss data; 
evaluate data against established return periods; review 
Community Rating System activities to determine losses avoided). 

D-3 
  

78. Coordinate results with stakeholders (e.g., Grants and Planning 
Group, SHMO, Regional Offices, National Headquarters). D-3   

79. Document study results in a closeout report and in SITREPs, as 
appropriate. D-3   

    

Behavior/Activity: Provide technical assistance relating to building codes 

Competency: Analysis/Reasoning (C2); Decision Making & Judgment (C7); Advance Mitigation 
Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

80. Provide technical assistance on HMGP applications and 406 
Mitigation projects, as assigned by Crew Leader. D-3   

81. Review PA Hazard Mitigation Proposals for building code 
compliance, if requested. D-3   

82. Review and interpret plans, blueprints, site layouts, specifications, 
and construction methods. D-3   

83. Provide technical assistance to local building code officials (e.g., 
technical workshops for building codes officials, contractors, 
designers, tradesmen). 

D-3 
  

  



HM HPA SPECIALIST (HPSP) 21 November 2011, Revised 

14 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Obtain the time of transition from immediate supervisor. I   

85. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

86. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

87. Obtain performance appraisal from supervisor. I   

88. Report to the Training Unit upon completion of training 
assignment. I   

89. Make return travel arrangements. I   

90. Prepare the final travel voucher. I   

91. Return accountable property to the Accountable Property Office 
(APO). I   

92. Submit final timesheet, appraisal form, and travel voucher. I   

93. Check out with the Automated Deployment Database (ADD). I   

94. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM HPA Specialist (HPSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM HPA Specialist (HPSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM HPA Specialist (HPSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate Forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

11. Maintain appropriate span of control. I   

12. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

14. Recognize and communicate potentially hazardous situations. D-3   

15. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

16. Verify that special precautions are taken when hazards exist. D-3   

17. Use personal protective equipment (PPE) when issued. D-3   

18. Safeguard property and equipment. D-3   



21 November 2011, Revised HM HPA TASK FORCE LEADER (HPTL) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 7 

19. Provide current information for the call-down roster. D-3   

20. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

22. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

23. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

24. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

25. Make any necessary organizational adjustments. D-3   

26. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

27. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Manage the collection, distribution, and maintenance of HM disaster-related information 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Ensure reporting-up of the data collected by Crews. D-3   

29. Share information with Crew Leaders and branch staff. D-3   
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30. Facilitate information sharing among Crews. D-3   

31. Ensure coordination with HM Data Integration Specialist. D-3   

32. Maintain data collection for functional area (e.g., arrange contact 
support for data analysis, negotiate contract support). D-3   

    

Behavior/Activity: Communicate HM program information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Direct the presentation of hazards, risk, and building performance 
information to community officials and with the media. Follow 
established protocols to coordinate media interaction with External 
Affairs (EA). 

D-3 
  

34. Create and provide hazards, risk, and building performance 
information at internal meetings and briefings, as directed by 
immediate supervisor. 

D-3 
  

    
Behavior/Activity: Establish and maintain strategic partnerships to advance mitigation goals and objectives 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Engage internal JFO partners (EA, Individual Assistance (IA), 
Public Assistance (PA), Environmental and Historic Preservation) 
in developing strategies to include mitigation practices into all 
disaster recovery programs. 

D-3 
  

36. Maintain lines of communication with appropriate State, Tribal, 
and local officials, Regional staff, and FEMA Headquarters 
personnel, in consultation with immediate supervisor, to ensure 
unity of effort. 

D-3 
  

37. Coordinate goals and strategies with other HM Task Force Leaders 
and disseminate to Crew Leaders. D-3   

38. Promote understanding of Hazards and Performance Analysis 
(HPA) functions throughout organization. D-3   

39. Coordinate Group activities with Regional Branch Chief as 
necessary (e.g., risk analysis, risk reduction, Floodplain 
Management). 

D-3 
  

40. Work with PA to develop the 406 Mitigation protocol for the 
disaster and notify management. D-3   



21 November 2011, Revised HM HPA TASK FORCE LEADER (HPTL) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 9 

Behavior/Activity: In coordination with other task force leaders, develop HPA Group functional plan to 
advance the HM strategy 

Competency: Interpersonal Skills (C14); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Develop functional plan in support of the FEMA-State HM 
Strategy by identifying activities that will directly contribute to the 
achievement of HM Strategy objectives established mutually by 
the State and FEMA. 

D-3 
  

42. Prioritize Task Force activities based on functional plan. D-3   

43. Maintain a “big picture” perspective when developing and 
executing the functional plan. D-3   

    

Behavior/Activity: Manage task force activities in support of HM strategy 

Competency: Decision Making & Judgment (C7); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Manage staff to carry out Task Force objectives appropriate to the 
operational period. D-3   

45. Promote understanding and provide direction in implementing 
Task Force functional plan. D-3   

46. Communicate to supervisors and employees how ongoing 
activities of the Task Force are both appropriate to the Incident 
Action Plan and in support of the HM Strategy. 

D-3 
  

47. Oversee the integration of all Task Force outreach and technical 
assistance activities and the way they are delivered to 
communities. 

D-3 
  

48. Manage stakeholder training needs and requests. D-3   

49. Successfully manage all Crews in HPA. D-3   

50. Manage staff located in remote sites. D-3   
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Behavior/Activity: Lead personnel 

Competency: Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Recommend to immediate supervisor proactive opportunities to 
advance goals of Task Force. D-3   

52. Provide Crew Leaders and Task Force members with HM Program 
direction. D-3   

53. Provide vision and motivation for Crew Leaders and Task Force 
members to accomplish mitigation. D-3   

54. Engage community officials to accomplish mitigation. D-3   

55. Recognize effective individual and Task Force performance. D-3   

    

Behavior/Activity: Oversee and ensure delivery of HM program 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Guide the implementation of the HPA functional plan within Task 
Force. D-3   

57. Manage delivery of hazard identification/verification and 
frequency data (e.g., Benefit-Cost Analysis (BCA), reconstruction 
guidance, insurance determinations, planning). 

D-3 
  

58. Manage Geographic Information System (GIS) and remote sensing 
services or expertise. D-3   

59. Direct staff to participate in damage assessments to identify hazard 
mitigation opportunities and BCA data in public and private 
facilities. 

D-3 
  

60. Manage staff to process BCA (e.g., Hazard Mitigation Grant 
Program (HMGP), other programs). D-3   

61. Provide project management for contracted services and other 
agreements. D-3   

62. In coordination with the State and HM Grants and Planning Group, 
manage technical assistance to identify and develop mitigation 
opportunities appropriate for funding by the HMGP. 

D-3 
  

63. Oversee HPA technical assistance to IA (e.g., Temporary Housing, 
minimization, Other Needs Assistance programs). D-3   
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64. Provide technical assistance to PA in identifying, developing, 
and/or reviewing PA projects for sound mitigation techniques. 
(e.g., reconstruction guidance, design review, 406). 

D-3 
  

65. Develop and implement 406 Mitigation strategy for the operation. D-3   

66. Ensure consistency of mitigation between HM Branch and PA 
Branch. D-3   

67. Determine need for and number of HM 406 Specialists to 
implement. D-3   

68. Support Headquarters-led Mitigation Assessment Team building 
performance studies. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

69. Negotiate the time of transition. I   

70. Provide for adequate overlap to ensure efficient transfer of duties. I   

71. Brief replacement on current situation. I   

72. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

73. Ensure that an effective transition of duties is accomplished. I   

74. Notify immediate supervisor when the transition is complete. I   

    
Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

76. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

77. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

78. Obtain performance appraisal from supervisor. I   

79. Report to the Training Unit upon completion of training 
assignment. I   

80. Make return travel arrangements. I   

81. Prepare the final travel voucher. I   

82. Return accountable property to the Accountable Property Office 
(APO). I   

83. Submit final timesheet, appraisal form, and travel voucher. I   

84. Check out with the Automated Deployment Database (ADD). I   

85. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM HPA Task Force Leader (HPTL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM HPA Task Force Leader (HPTL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM HPA Task Force Leader (HPTL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 

  



HM HPA RESEARCH CREW LEADER (HRCL) 21 November 2011, Revised 

2 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 



21 November 2011, Revised HM HPA RESEARCH CREW LEADER (HRCL) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 5 

Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

11. Maintain appropriate span of control. I   

12. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

14. Recognize and communicate potentially hazardous situations. D-3   

15. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

16. Verify that special precautions are taken when hazards exist. D-3   

17. Use personal protective equipment (PPE) when issued. D-3   

18. Safeguard property and equipment. D-3   
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19. Provide current information for the call-down roster. D-3   

20. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

22. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

23. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

24. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

25. Make any necessary organizational adjustments. D-3   

26. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

27. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

29. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

30. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

31. Share current information with co-workers and immediate 
supervisor. D-3   

32. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Coordinate the collection, distribution, and maintenance of HM disaster-related 
information 

Competency: Manage & Organize Information (C18); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Implement the process for Crew to collect and organize data. D-3   

34. Implement the system to provide access to and share information 
with Crew members. D-3   
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35. Facilitate information sharing among Crews. D-3   

36. Work with HM Data Integration Specialist to implement the 
process for data storage and maintenance. D-3   

    

Behavior/Activity: Communicate HM program information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Develop a communication strategy for addressing a hostile 
audience. D-3   

38. Provide guidance on complex Hazards and Performance Analysis 
(HPA) issues at internal (e.g., Joint Field Office [JFO] Program 
areas) and external meetings (e.g., State and local briefings, Town 
Hall Meetings, Speaker's Bureau meetings) and briefings, as 
directed by immediate supervisor. 

D-3 

  

39. Present highly technical information (e.g., hazards, risk, building 
performance) for understanding and use by non-technical 
audiences (e.g., internal meetings, briefings). 

D-3 
  

40. Gather input from Crew for Incident Action Plan (IAP) and report 
up to immediate supervisor. D-3   

    

Behavior/Activity: Establish and maintain working relationships to ensure unity of effort 

Competency: Interpersonal Skills (C14); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Establish, cultivate, and manage internal JFO partnerships (e.g., 
External Affairs [EA], Individual Assistance, Public Assistance 
[PA], Logistics, Environmental and Historic Preservation) 
regarding mitigation activities and opportunities for the purposes 
of situational awareness. 

D-3 

  

42. Coordinate with State, Tribal, and local entities and HM Planning 
Crew Leader or Group Supervisor to identify existing actions and 
projects in the hazard mitigation plans, and expedite development 
of innovative strategies. 

D-3 
  

43. Coordinate HPA research goals and strategies with other HM Crew 
Leaders. D-3   

44. Assist the State with identifying and staffing education and 
outreach opportunities in support of FEMA/State mitigation 
strategies. 

D-3 
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Behavior/Activity: In coordination with supervisor, develop tactical plan to implement functional objectives 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Design tactical plan for Crew to include a list of essential crew 
activities (e.g., staffing plan, coordinating perishable data 
collection and use). 

D-3 
  

46. Develop Crew calendar to include events and HM Program 
milestones. D-3   

47. Develop list and plan for the resources needed to accomplish Crew 
goals and objectives (e.g., obtain National Emergency 
Management Information System and Emergency Management 
Mission Integrated Environment rights for historical data for Best 
Practices). 

D-3 

  

48. Maintain a “big picture” perspective when developing and 
executing the tactical plan. D-3   

    

Behavior/Activity: Demonstrate effective supervisory practices and principles 

Competency: Leadership (C16); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Provide clear direction, assignments, and guidance to effectively 
structure and organize work activities, maximize productivity, and 
fulfill the incident objectives. 

D-3 
  

50. Keep subordinates informed of situational awareness, the context 
in which we are operating in the JFO and communities to include 
decisions, actions, and changes that affect them. 

D-3 
  

51. Communicate job-performance requirements to subordinates (e.g., 
work hour, rotation schedule, contact list). D-3   

52. Establish work assignments and set priorities. D-3   

53. Distribute work equitably and appropriately among Crew 
members. D-3   

54. Delegate specific authority based on the assigned tasks. D-3   

55. Execute signature authority for all required documents, as 
authorized. D-3   

56. Ensure all assigned personnel time records are complete, accurate 
and submitted within established timeframes. D-3   
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57. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

58. Continuously evaluate and acknowledge performance. D-3   

59. Identify and reward high performance. D-3   

60. Communicate performance deficiencies immediately and take 
corrective action. D-3   

61. Prepare and discuss incident-specific performance evaluations 
using agency approved forms with assigned personnel. D-3   

62. Complete task book assessment records and discuss the results 
with assigned personnel. D-3   

    

Behavior/Activity: Manage crew activities in support of HM strategy 

Competency: Manage Resources (C19); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Direct Crew members to carry out HPA research objectives 
appropriate to the operational period. D-3   

64. Identify and address immediate, disaster-related HM HPA 
Research issues (e.g., research and obtain frequency of event data 
for Benefit-Cost Analysis [BCA]). 

D-3 
  

65. Communicate to supervisors and employees how ongoing 
activities of the Crew are both appropriate to the IAP and in 
support of the HM Strategy. 

D-3 
  

66. Implement technical assistance to the State, local and tribal 
governments, and other JFO programs in support HM HPA 
Research goals. 

D-3 
  

67. Assess stakeholder training needs and requests. D-3   

68. Monitor Crew activities to ensure that identified mitigation 
opportunities are implemented. D-3   

69. Serve as Project Monitor for any HM contract work in the field. D-3   

70. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

71. Select and provide guidance to staff to participate in public 
meetings. D-3   

72. Maintain case files for critical issues or issues requiring significant 
management and follow-up. D-3   
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73. Identify effective HM operating procedures and job aids. D-3   

74. Develop operating procedures, best methods, and job aids, and 
forward to FEMA Headquarters Mitigation Regional and Disaster 
Support (R&DS) for consideration as HM Standard Operating 
Procedure. 

D-3 
  

    

Behavior/Activity: Lead personnel 

Competency: Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Lead through example by acting in a fair and ethical manner 
toward others and demonstrating commitment to public service. D-3   

76. Recommend to immediate supervisor proactive opportunities to 
advance goals of Crew. D-3   

77. Provide Crew members with HM Program direction. D-3   

78. Provide vision and motivation for Crew members to accomplish 
mitigation. D-3   

79. Motivate community officials to accomplish mitigation. D-3   

80. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

81. Encourage open communication and input from assigned 
personnel. D-3   

82. Foster consensus-building among assigned personnel. D-3   

83. Promote a teamwork environment that encourages individuals to 
share knowledge, work cooperatively, engage in continuous 
learning, and contribute fully to team-based efforts. 

D-3 
  

84. Recognize effective individual and team performance. D-3   

    

Behavior/Activity: Coordinate program delivery of crew 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Manage the economic analysis process to assess disaster impacts, 
support long-term recovery efforts, manage losses avoided studies, 
and provide support for or conduct BCAs. 

D-3 
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86. Manage technical/cost review and analysis of projects, plans, and 
contracts; understand failures and recommend appropriate 
solutions. 

D-3 
  

87. Analyze availability and adequacy of construction materials and 
capability of building contractors in disaster-affected areas. D-3   

88. Evaluate and present engineering analyses of disaster-impacted 
infrastructure and residences. D-3   

89. Provide training in and/or conduct BCAs. D-3   

90. Evaluate the effectiveness of current building codes and follow 
established procedures to recommend code changes. D-3   

91. Manage the preparation and presentation of research results to 
diverse audiences on disaster damage assessments, construction 
techniques, and engineering analyses, utilizing various tools (e.g., 
Geographic Information Systems [GIS], Hazards-United States 
[HAZUS] reports, economic analyses). 

D-3 

  

92. Manage the assessment of performance of critical facilities (e.g., 
hospitals, fire departments, sewage lift stations) and other public 
buildings to support Hazard Mitigation and PA. 

D-3 
  

93. Evaluate direct and indirect social and economic disaster impacts. D-3   

94. Perform technical management of Hazard Mitigation Technical 
Assistance Program Task Orders and Interagency Agreements. D-3   

95. Manage the development and provide GIS data for the support of 
mitigation activities at all levels (e.g., damage prediction, analysis, 
and assessment). 

D-3 
  

96. Manage the utilization of HAZUS risk assessment software runs 
for predictive loss estimation. D-3   

97. Manage the survey of high-water marks, first floor elevations, and 
stream cross-sections; assist in establishing flood frequency 
profiles and determining base flood elevations. 

D-3 
  

98. Manage the research and development of risk and vulnerability 
analysis of multi-hazards, and coordinate with GIS staff and other 
resources in developing technical reports. 

D-3 
  

99. Manage the development of products for non-technical audiences 
that depicts the community’s risk for affected stakeholders. D-3   

100. Provide technical expertise in determining the potential impacts 
caused by unsafe levees and dams, high velocities, and debris 
flows. 

D-3 
  

101. Serve as data analysis resource for other HM Crews. D-3   

102. Identify the need for technical specialists (e.g., Economist, 
Geologist, Hydrologist, Seismologist), initiate their deployment, 
and manage them. 

D-3 
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

103. Negotiate the time of transition. I   

104. Provide for adequate overlap to ensure efficient transfer of duties. I   

105. Brief replacement on current situation. I   

106. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

107. Ensure that an effective transition of duties is accomplished. I   

108. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

109. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

110. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

111. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

112. Obtain performance appraisal from supervisor. I   

113. Report to the Training Unit upon completion of training 
assignment. I   

114. Make return travel arrangements. I   

115. Prepare the final travel voucher. I   

116. Return accountable property to the Accountable Property Office 
(APO). I   

117. Submit final timesheet, appraisal form, and travel voucher. I   

118. Check out with the Automated Deployment Database (ADD). I   

119. Check out with the IT Service Manager in the Communication 
Unit. I   

 





21 November 2011, Revised HM HPA RESEARCH CREW LEADER (HRCL) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 17 

• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM HPA Research Crew Leader (HRCL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM HPA Research Crew Leader (HRCL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM HPA Research Crew Leader (HRCL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position. 

 
Official’s Signature and Date 

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Insurance Hotline Crew Leader (IHCL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

11. Maintain appropriate span of control. I   

12. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

14. Recognize and communicate potentially hazardous situations. D-3   

15. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

16. Verify that special precautions are taken when hazards exist. D-3   

17. Use personal protective equipment (PPE) when issued. D-3   

18. Safeguard property and equipment. D-3   
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19. Provide current information for the call-down roster. D-3   

20. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

22. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

23. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

24. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

25. Make any necessary organizational adjustments. D-3   

26. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

27. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

29. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

30. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

31. Share current information with co-workers and immediate 
supervisor. D-3   

32. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Coordinate the collection, distribution, and maintenance of HM disaster-related 
information 

Competency: Manage & Organize Information (C18); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Implement the process for Crew to collect and organize data.  D-3   

34. Implement the system to provide access to and share information 
with Crew members.  D-3   
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35. Facilitate information sharing among Crews.   D-3   

36. Work with HM Data Integration Specialist to implement the 
process for data storage and maintenance.  D-3   

    

Behavior/Activity: Communicate HM program information under stressful situations  

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Develop a communication strategy for addressing a hostile 
audience.  D-3   

38. Provide guidance on complex insurance issues at internal (e.g., 
Joint Field Office [JFO] Program areas) and external meetings 
(e.g., State and local briefings, Town Hall Meetings, Speaker's 
Bureau meetings) and briefings, as directed by immediate 
supervisor. 

D-3 

  

39. Present highly technical information for understanding and use by 
non-technical audiences.  D-3   

40. Gather input from Crew for Incident Action Plan (IAP) and report 
up to immediate supervisor.  D-3   

    

Behavior/Activity: Establish and maintain working relationships to ensure unity of effort 

Competency: Interpersonal Skills (C14); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Establish, cultivate, and manage internal JFO partnerships (e.g., 
External Affairs [EA], Individual Assistance, Public Assistance, 
Logistics, Environmental Planning and Historic Preservation) 
regarding mitigation activities and opportunities for the purposes 
of situational awareness. 

D-3 

  

42. Work with State, Tribal, other Federal agencies, and private sector 
as appropriate. D-3   

43. Coordinate insurance goals and strategies with other HM Crew 
Leaders. D-3   
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Behavior/Activity: In coordination with supervisor, develop tactical plan to implement functional objectives 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Design tactical plan for Crew to include a list of essential Crew 
activities.    D-3   

45. Develop Crew calendar to include events and HM program 
milestones.   D-3   

46. Develop list and plan for the resources needed to accomplish Crew 
goals and objectives.    D-3   

47. Maintain a “big picture” perspective when developing and 
executing the tactical plan. D-3   

    

Behavior/Activity: Demonstrate effective supervisory practices and principles 

Competency: Leadership (C16); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Provide clear direction, assignments, and guidance to effectively 
structure and organize work activities, maximize productivity, and 
fulfill the incident objectives.   

D-3 
  

49. Keep subordinates informed of situational awareness, the context 
in which we are operating in the JFO and communities to include 
decisions, actions, and changes that affect them. 

D-3 
  

50. Communicate job-performance requirements to subordinates. (e.g., 
work hour, rotation schedule, contact list). D-3   

51. Establish work assignments and set priorities. D-3   

52. Distribute work equitably and appropriately among Crew 
members. D-3   

53. Delegate specific authority based on the assigned tasks. D-3   

54. Execute signature authority for all required documents, as 
authorized. D-3   

55. Ensure all assigned personnel time records are complete, accurate, 
and submitted within established timeframes. D-3   

56. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

57. Continuously evaluate and acknowledge performance.  D-3   
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58. Identify and reward high performance. D-3   

59. Communicate performance deficiencies immediately and take 
corrective action. D-3   

60. Prepare and discuss incident-specific performance evaluations 
using agency approved forms with assigned personnel. D-3   

61. Complete task book assessment records and discuss the results 
with assigned personnel. D-3   

    

Behavior/Activity: Manage crew activities in support of HM strategy 

Competency: Manage Resources (C19); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Direct Crew members to carry out insurance hotline objectives 
appropriate to the operational period. D-3   

63. Identify and address immediate, disaster-related insurance issues. D-3   

64. Communicate to supervisors and employees how ongoing 
activities of the Crew are both appropriate to the IAP and in 
support of the HM Strategy. 

D-3 
  

65. Implement technical assistance to the State, local, and Tribal 
governments, and other JFO programs in support insurance goals. D-3   

66. Assess stakeholder training needs and requests. D-3   

67. Monitor Crew activities to ensure that identified mitigation 
opportunities are implemented. D-3   

68. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

69. Select and provide guidance to staff to participate in public 
meetings. D-3   

70. Maintain case files for critical issues or issues requiring significant 
management and follow-up. D-3   

71. Identify effective HM operating procedures and job aids. D-3   

72. Develop operating procedures, best methods, and job aids, and 
forward to FEMA Mitigation Regional and Disaster Support 
(R&DS) for consideration as HM Standard Operating Procedure. 

D-3 
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Behavior/Activity: Lead personnel 

Competency: Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Lead through example by acting in a fair and ethical manner 
toward others and demonstrating commitment to public service. D-3   

74. Recommend to immediate supervisor proactive opportunities to 
advance goals of Crew. D-3   

75. Provide Crew members with HM program direction. D-3   

76. Provide vision and motivation for Crew members to accomplish 
mitigation. D-3   

77. Motivate community officials to accomplish mitigation. D-3   

78. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

79. Encourage open communication and input from assigned 
personnel. D-3   

80. Foster consensus-building among assigned personnel. D-3   

81. Promote a teamwork environment that encourages individuals to 
share knowledge, work cooperatively, engage in continuous 
learning, and contribute fully to team-based efforts. 

D-3 
  

82. Recognize effective individual and team performance. D-3   

    

Behavior/Activity: Coordinate program delivery of crew 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

83. Arrange logistics for the setup of the JFO Insurance Hotline (e.g., 
space, equipment, phone lines, manuals and publications). D-3   

84. Manage the daily operations of the JFO Insurance Hotline. 
• Set up database to record inquiries 
• Monitor for trends in database 

D-3 
  

85. Notify JFO and Area Field Offices of the JFO Insurance Hotline. D-3   

86. Establish a point of contact with the State Insurance 
Commissioner’s Office. D-3   

87. Establish a contact with the Windstorm Pool, if applicable.   D-3   
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88. Liaison with Headquarters, the NFIP Bureau, and any other 
insurance-related interests, as appropriate. D-3   

89. Contact primary Write Your Own Companies to determine where 
to refer claims and underwriting issues. D-3   

90. Assess and coordinate needed training of new HM Insurance 
Specialists working on the JFO Insurance Hotline. D-3   

91. Coordinate with HM Community Education and Outreach (CEO) 
to develop and distribute flyers to HM CEO Specialists on the use 
of the JFO Insurance Hotline. 

D-3 
  

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Negotiate the time of transition. I   

93. Provide for adequate overlap to ensure efficient transfer of duties. I   

94. Brief replacement on current situation. I   

95. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

96. Ensure that an effective transition of duties is accomplished. I   

97. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

98. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

99. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

100. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

101. Obtain performance appraisal from supervisor. I   

102. Report to the Training Unit upon completion of training 
assignment. I   

103. Make return travel arrangements. I   

104. Prepare the final travel voucher. I   

105. Return accountable property to the Accountable Property Office 
(APO). I   

106. Submit final timesheet, appraisal form, and travel voucher. I   

107. Check out with the Automated Deployment Database (ADD). I   

108. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Insurance Hotline Crew Leader (IHCL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Insurance Hotline Crew Leader (IHCL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Insurance Hotline Crew Leader (IHCL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Insurance Specialist Hotline Expert (IHEX) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 





21 November 2011, Revised HM INSURANCE SPECIALIST HOTLINE EXPERT (IHEX) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 1 

FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 

  



HM INSURANCE SPECIALIST HOTLINE EXPERT (IHEX) 21 November 2011, Revised 

2 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

12. Advise co-workers of potentially hazardous situations where 
appropriate. I   

13. Use personal protective equipment (PPE) when issued. I   

14. Safeguard property and equipment. I   

15. Provide current information for the call-down roster. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

17. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

18. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

19. Share current information with co-workers and immediate 
supervisor. D-3   

20. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

22. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

23. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Gather, review, and analyze complex disaster-related information 

Competency: Analysis/Reasoning (C2); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend and extract information that impacts insurance at scheduled 
briefings (e.g., HM Branch, all hands, functional) and debriefings, 
as required by immediate supervisor. 

D-3 
  

25. Review Federal Coordinating Officer operational priorities and 
State/FEMA HM Strategy for critical program issues that impact 
insurance. 

D-3 
  

26. Coordinate with immediate supervisor to identify potentially 
controversial State and local hazard mitigation priority activities. D-3   

27. Review incident data collected to identify targeted areas for 
advanced level mitigation opportunities. D-3   

28. Review generalized profile of historical claims activity and 
identify potential issues.  D-3   

    

Behavior/Activity: Communicate complex HM program information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Develop a communication strategy for addressing a hostile 
audience.  D-3   



21 November 2011, Revised HM INSURANCE SPECIALIST HOTLINE EXPERT (IHEX) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 9 

30. Provide guidance on complex insurance issues at internal (e.g., 
Joint Field Office [JFO] Program areas) and external meetings 
(e.g., State and local briefings, Town Hall Meetings, Speaker's 
Bureau meetings) and briefings, as directed by immediate 
supervisor. 

D-3 

  

31. Translate highly technical information for understanding and use 
by non-technical audiences.  D-3   

32. Participate in community public forums and/or meetings in 
impacted areas to provide information about policy terms, 
coverage, limitations, and exclusions, as directed by immediate 
supervisor. 

D-3 
  

33. Conduct insurance-related outreach to agents and lenders.  D-3   

34. Provide input for Incident Action Plan.  D-3   

    

Behavior/Activity: Establish and maintain effective working relationships 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Coordinate with appropriate individuals to ensure that insurance 
activities are developed in conformance with HM Strategy. D-3   

36. Follow established protocol to work with External Affairs-
Congressional to provide input into complex and controversial 
mitigation-related inquiries (e.g., citizen inquiries, Congressional 
Offices, HM Regional and/or Headquarters coordination) as 
assigned by immediate supervisor. 

D-3 

  

37. Coordinate with Regional Insurance Liaison, Headquarters and 
insurance industry workforce, trade associations, and State 
Insurance Commissioner staff to resolve challenging issues. 

D-3 
  

    

Behavior/Activity: Advise and guide on complex HM program concepts, rules, regulations, and processes 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Provide HM program and/or operational technical expertise to 
internal and external stakeholders on complex and controversial 
matters. 

D-3 
  

39. Provide subject matter expertise on complex mitigation issues. D-3   
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40. Provide technical information to internal and external partners on 
non-flood insurance matters (e.g., wind and water). D-3   

41. Provide JFO 1-800 Insurance Hotline technical assistance (e.g., to 
HM Advisor Specialists, local applicants, FEMA, State partners). D-3   

42. Identify effective HM operating procedures and job aids.    D-3   

43. Develop operating procedures, best methods, and job aids, as 
directed.    D-3   

  
  

Behavior/Activity: Implement advanced program processes 

Competency: Interpersonal Skills (C14); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Apply regulations and FEMA policies to resolve complex Hazard 
Mitigation program issues (e.g., 44 Code of Federal Regulations, 
HM guidance documents). 

D-3 
  

45. Complete the “Request for Assistance” form for referred calls 
needing special handling and take whatever appropriate action is 
required. 

D-3 
  

46. Provide analysis of National Flood Insurance Program insurance 
data, significant trends, and conditions to relevant stakeholders. D-3   

47. Maintain case files for critical issues or issues requiring significant 
management and follow-up. D-3   

48. Follow up with FEMA staff, Write Your Own representatives, and 
others as required, to ensure resolution of issues. D-3   

49. Maintain daily communication with Crew Leader to inform of 
issues being encountered. D-3   

    

Behavior/Activity: Demonstrate expert capability to use applicable systems, tools, and equipment  

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Use and teach FEMA technology tools and systems. D-3   

• BureauNet 
• Map Service Center Map Data Exchange    

51. Update database of “Request for Assistance” daily. D-3   
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Behavior/Activity: Analyze and interpret program policy 

Competency: Analysis/Reasoning (C2); Decision Making & Judgment (C7); Advance Mitigation 
Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Research, analyze, and interpret policy papers issued by 
Headquarters. D-3   

53. Develop position papers for Region and Headquarters requiring 
policy determination. D-3   

• Rating discrepancies 
• Claims settlements or coverage questions    

54. Analyze and interpret complex non-federal flood and non-flood 
insurance policies. D-3   

    

Behavior/Activity: Manage multiple complex projects and/or assignments 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Assess the workload. D-3   

• Review previous, current, and future workload 
• Determine resources needed    

56. Develop plan to complete assignments. D-3   

57. Develop timeline for plan to manage multiple projects. D-3   

58. Recommend prioritization of projects to immediate supervisor. D-3   

59. Implement plan for projects or assignments. D-3   

    

Behavior/Activity: Coach or mentor staff on program-related issues 

Competency: Interpersonal Skills (C14); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

60. Train and mentor other Crew members as directed by immediate 
supervisor. D-3   
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Behavior/Activity: Provide program advice and guidance in multiple regions 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

61. Provide HM Insurance advice and guidance in a minimum of three 
Regions. D-3   

    

Behavior/Activity: Provide program advice and guidance in multiple hazards  

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Provide hazard program advice and guidance in three different 
hazards, selecting from flood, fire, earthquake, hurricane, and 
tornado. 

D-3 
  

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Obtain the time of transition from immediate supervisor. I   

64. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

65. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

66. Obtain performance appraisal from supervisor. I   

67. Report to the Training Unit upon completion of training 
assignment. I   

68. Make return travel arrangements. I   

69. Prepare the final travel voucher. I   

70. Return accountable property to the Accountable Property Office 
(APO). I   

71. Submit final timesheet, appraisal form, and travel voucher. I   

72. Check out with the Automated Deployment Database (ADD). I   

73. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 

  



HM INSURANCE SPECIALIST HOTLINE EXPERT (IHEX) 21 November 2011, Revised 

16 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Evaluation Record 

 
TRAINEE NAME 

HM Insurance Specialist Hotline Expert (IHEX) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Insurance Specialist Hotline Expert (IHEX) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Insurance Specialist Hotline Expert (IHEX) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Insurance Crew Leader (INCL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

11. Maintain appropriate span of control. I   

12. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

14. Recognize and communicate potentially hazardous situations. D-3   

15. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

16. Verify that special precautions are taken when hazards exist. D-3   

17. Use personal protective equipment (PPE) when issued. D-3   

18. Safeguard property and equipment. D-3   
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19. Provide current information for the call-down roster. D-3   

20. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

22. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

23. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

24. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

25. Make any necessary organizational adjustments. D-3   

26. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

27. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

29. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

30. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

31. Share current information with co-workers and immediate 
supervisor. D-3   

32. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Coordinate the collection, distribution, and maintenance of HM disaster-related 
information 

Competency: Manage & Organize Information (C18); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Implement the process for Crew to collect and organize data.  D-3   

34. Implement the system to provide access to and share information 
with Crew members.  D-3   
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35. Facilitate information sharing among Crews.   D-3   

36. Work with HM Data Integration Specialist to implement the 
process for data storage and maintenance.  D-3   

    

Behavior/Activity: Communicate HM program information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Develop a communication strategy for addressing a hostile 
audience. D-3   

38. Provide guidance on complex insurance issues at internal (e.g., 
Joint Field Office [JFO] Program areas) and external meetings 
(e.g., State and local briefings, Town Hall Meetings, Speaker's 
Bureau meetings) and briefings, as directed by immediate 
supervisor. 

D-3 

  

39. Present highly technical information for understanding and use by 
non-technical audiences. D-3   

40. Gather input from Crew for Incident Action Plan (IAP) and report 
up to immediate supervisor. D-3   

    

Behavior/Activity: Establish and maintain working relationships to ensure unity of effort 

Competency: Interpersonal Skills (C14); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Establish, cultivate, and manage internal JFO partnerships (e.g., 
External Affairs [EA], Individual Assistance, Public Assistance, 
Logistics, Environmental Planning and Historic Preservation) 
regarding mitigation activities and opportunities for the purposes 
of situational awareness. 

D-3 

  

42. Work with State, Tribal, other Federal agencies, and private sector 
as appropriate. D-3   

43. Coordinate insurance goals and strategies with other HM Crew 
Leaders. D-3   

44. Coordinate activities with State National Flood Insurance Program 
Coordinator and local officials on insurance issues.  D-3   

45. Assist the State with identifying and staffing education and 
outreach opportunities in support of FEMA/State mitigation 
strategies. 

D-3 
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Behavior/Activity: In coordination with supervisor, develop tactical plan to implement functional objectives 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Design tactical plan for Crew to include a list of essential Crew 
activities. D-3   

47. Develop Crew calendar to include events and HM program 
milestones. D-3   

48. Develop list and plan for the resources needed to accomplish Crew 
goals and objectives. D-3   

49. Maintain a “big picture” perspective when developing and 
executing the tactical plan. D-3   

    

Behavior/Activity: Demonstrate effective supervisory practices and principles 

Competency: Leadership (C16); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Provide clear direction, assignments, and guidance to effectively 
structure and organize work activities, maximize productivity, and 
fulfill the incident objectives.   

D-3 
  

51. Keep subordinates informed of situational awareness, the context 
in which we are operating in the JFO and communities to include 
decisions, actions, and changes that affect them. 

D-3 
  

52. Communicate job-performance requirements to subordinates. (e.g., 
work hour, rotation schedule, contact list). D-3   

53. Establish work assignments and set priorities. D-3   

54. Distribute work equitably and appropriately among Crew 
members. D-3   

55. Delegate specific authority based on the assigned tasks. D-3   

56. Execute signature authority for all required documents, as 
authorized. D-3   

57. Ensure all assigned personnel time records are complete, accurate, 
and submitted within established timeframes. D-3   

58. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

59. Continuously evaluate and acknowledge performance.  D-3   
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60. Identify and reward high performance. D-3   

61. Communicate performance deficiencies immediately and take 
corrective action. D-3   

62. Prepare and discuss incident-specific performance evaluations 
using agency approved forms with assigned personnel. D-3   

63. Complete task book assessment records and discuss the results 
with assigned personnel. D-3   

    

Behavior/Activity: Manage crew activities in support of HM strategy 

Competency: Manage Resources (C19); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Direct Crew members to carry out insurance objectives appropriate 
to the operational period. D-3   

65. Identify and address immediate, disaster-related insurance issues. D-3   

66. Communicate to supervisors and employees how ongoing 
activities of the Crew are both appropriate to the IAP and in 
support of the HM Strategy. 

D-3 
  

67. Implement technical assistance to the State, local, and Tribal 
governments, and other JFO programs in support insurance goals. D-3   

68. Assess stakeholder training needs and requests. D-3   

69. Monitor Crew activities to ensure that identified mitigation 
opportunities are implemented. D-3   

70. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

71. Select and provide guidance to staff to participate in public 
meetings. D-3   

72. Maintain case files for critical issues or issues requiring significant 
management and follow-up. D-3   

73. Utilize updated policy and claim information for designated 
disaster area to prioritize allocation of resources in HM Strategy. D-3   

74. Identify effective HM operating procedures and job aids. D-3   

75. Develop operating procedures, best methods, and job aids, and 
forward to FEMA Mitigation Regional and Disaster Support 
(R&DS) for consideration as HM Standard Operating Procedure. 

D-3 
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Behavior/Activity: Lead personnel  

Competency: Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Lead through example by acting in a fair and ethical manner 
toward others and demonstrating commitment to public service. D-3   

77. Recommend to immediate supervisor proactive opportunities to 
advance goals of Crew. D-3   

78. Provide Crew members with HM program direction. D-3   

79. Provide vision and motivation for Crew members to accomplish 
mitigation. D-3   

80. Motivate community officials to accomplish mitigation. D-3   

81. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

82. Encourage open communication and input from assigned 
personnel. D-3   

83. Foster consensus-building among assigned personnel. D-3   

84. Promote a teamwork environment that encourages individuals to 
share knowledge, work cooperatively, engage in continuous 
learning, and contribute fully to team-based efforts. 

D-3 
  

85. Recognize effective individual and team performance. D-3   

    

Behavior/Activity: Coordinate program delivery of crew 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

86. Coordinate with private sector in declared area (e.g., insurance 
agents, adjusters, lenders, realtors, related industry associations) to 
share information and solve problems. 

D-3 
  

87. Provide insurance expertise (e.g., claims process, applicability to 
disaster assistance, availability) to internal and external partners. D-3   

88. Liaison between JFO and State Insurance Commissioner’s Office. D-3   

89. Coordinate with FEMA Regional Insurance Liaison and 
Headquarters Flood Insurance Claims management staff. D-3   

90. Collaborate with EA and Floodsmart contractor on flood insurance 
messaging for the declared area. D-3   
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Negotiate the time of transition. I   

92. Provide for adequate overlap to ensure efficient transfer of duties. I   

93. Brief replacement on current situation. I   

94. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

95. Ensure that an effective transition of duties is accomplished. I   

96. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

97. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

98. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

99. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

100. Obtain performance appraisal from supervisor. I   

101. Report to the Training Unit upon completion of training 
assignment. I   

102. Make return travel arrangements. I   

103. Prepare the final travel voucher. I   

104. Return accountable property to the Accountable Property Office 
(APO). I   

105. Submit final timesheet, appraisal form, and travel voucher. I   

106. Check out with the Automated Deployment Database (ADD). I   

107. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Insurance Crew Leader (INCL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Insurance Crew Leader (INCL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Insurance Crew Leader (INCL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Insurance Specialist Expert (INEX) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

12. Advise co-workers of potentially hazardous situations where 
appropriate. I   

13. Use personal protective equipment (PPE) when issued. I   

14. Safeguard property and equipment. I   

15. Provide current information for the call-down roster. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

17. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

18. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

19. Share current information with co-workers and immediate 
supervisor. D-3   

20. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   
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22. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

23. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Gather, review, and analyze complex disaster-related information 

Competency: Analysis/Reasoning (C2); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend and extract information that impacts insurance at scheduled 
briefings (e.g., HM Branch, all hands, functional) and debriefings, 
as required by immediate supervisor. 

D-3 
  

25. Review Federal Coordinating Officer operational priorities and 
State/FEMA HM Strategy for critical program issues that impact 
insurance. 

D-3 
  

26. Coordinate with immediate supervisor to identify potentially 
controversial State and local hazard mitigation priority activities. D-3   

27. Review incident data collected to identify targeted areas for 
advanced level mitigation opportunities. D-3   

28. Review generalized profile of historical claims activity and 
identify potential issues.  D-3   

    

Behavior/Activity: Communicate complex HM program information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Develop a communication strategy for addressing a hostile 
audience.  D-3   

30. Provide guidance on complex insurance issues at internal (e.g., 
Joint Field Office [JFO] Program areas) and external meetings 
(e.g., State and local briefings, Town Hall Meetings, Speaker's 
Bureau meetings) and briefings, as directed by immediate 
supervisor. 

D-3 

  

31. Translate highly technical information for understanding and use 
by non-technical audiences.  D-3   
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32. Participate in community public forums and/or meetings in 
impacted areas to provide information about policy terms, 
coverage, limitations, and exclusions, as directed by immediate 
supervisor. 

D-3 
  

33. Conduct insurance-related outreach to agents and lenders.  D-3   

34. Provide input for Incident Action Plan. D-3   

    

Behavior/Activity: Establish and maintain effective working relationships 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Coordinate with appropriate individuals to ensure that insurance 
activities are developed in conformance with HM Strategy. D-3   

36. Follow established protocol to work with External Affairs-
Congressional to provide input into complex and controversial 
mitigation-related inquiries (e.g., citizen inquiries, Congressional 
Offices, HM Regional and/or Headquarters coordination) as 
assigned by immediate supervisor. 

D-3 

  

37. Coordinate with Regional Insurance Liaison, Headquarters and 
insurance industry workforce, trade associations, and State 
Insurance Commissioner staff to resolve challenging issues. 

D-3 
  

    
Behavior/Activity: Advise and guide on complex HM program concepts, rules, regulations, and processes 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Provide HM program and/or operational technical expertise to 
internal and external stakeholders on complex and controversial 
matters. 

D-3 
  

39. Provide subject matter expertise on complex mitigation issues. D-3   

40. Provide technical information to internal and external partners on 
non-flood insurance matters (e.g., wind and water). D-3   

41. Provide JFO 1-800 Insurance Hotline technical assistance (e.g., to 
HM Advisor Specialists, local applicants, FEMA, State partners). D-3   

42. Identify effective HM operating procedures and job aids. D-3   

43. Develop operating procedures, best methods, and job aids, as 
directed. D-3   



HM INSURANCE SPECIALIST EXPERT (INEX) 21 November 2011, Revised 

10 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Behavior/Activity: Implement advanced program processes 

Competency: Interpersonal Skills (C14); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Apply regulations and FEMA policies to resolve complex HM 
program issues (e.g., 44 Code of Federal Regulations, HM 
guidance documents). 

D-3 
  

45. Complete “Request for Assistance” form for every call requiring 
assistance, and take whatever appropriate action is required. D-3   

46. Provide analysis of National Flood Insurance Program insurance 
data, significant trends, and conditions to relevant stakeholders. D-3   

47. Maintain a daily log of calls, record common themes and potential 
emerging issues, and forward daily to Crew Leader. D-3   

48. Maintain case files for critical issues or issues requiring significant 
management and follow-up. D-3   

49. Follow up with FEMA staff, Write Your Own representatives, and 
others as required, to ensure resolution of issues. D-3   

50. Maintain daily communication with Crew Leader to inform of 
issues being encountered. D-3   

    

Behavior/Activity: Demonstrate expert capability to use applicable systems, tools, and equipment 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Use and teach FEMA technology tools and systems. D-3   

• BureauNet 
• Map Service Center Map Data Exchange    

52. Update database of “Request for Assistance” daily. D-3   
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Behavior/Activity: Analyze and interpret program policy 

Competency: Analysis/Reasoning (C2); Decision Making & Judgment (C7); Advance Mitigation 
Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Research, analyze, and interpret policy papers issued by 
Headquarters. D-3   

54. Develop position papers for Region and Headquarters requiring 
policy determination. D-3   

• Rating discrepancies 
• Claims settlements or coverage questions    

55. Analyze and interpret complex non-federal flood and non-flood 
insurance policies. D-3   

    

Behavior/Activity: Manage multiple complex projects and/or assignments 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Assess the workload. D-3   

• Review previous, current, and future workload 
• Determine resources needed    

57. Develop plan to complete assignments. D-3   

58. Develop timeline for plan to manage multiple projects. D-3   

59. Recommend prioritization of projects to immediate supervisor. D-3   

60. Implement plan for projects or assignments. D-3   

    

Behavior/Activity: Coach or mentor staff on program-related issues 

Competency: Interpersonal Skills (C14); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

61. Train and mentor other Crew members as directed by immediate 
supervisor. D-3   
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Behavior/Activity: Provide program advice and guidance in multiple regions 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Provide HM Insurance advice and guidance in a minimum of three 
Regions.   D-3   

    

Behavior/Activity: Provide program advice and guidance in multiple hazards 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Provide hazard program advice and guidance in three different 
hazards, selecting from: flood, fire, earthquake, hurricane, tornado. D-3   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Obtain the time of transition from immediate supervisor. I   

65. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

66. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Obtain performance appraisal from supervisor. I   

68. Report to the Training Unit upon completion of training 
assignment. I   

69. Make return travel arrangements. I   

70. Prepare the final travel voucher. I   

71. Return accountable property to the Accountable Property Office 
(APO). I   

72. Submit final timesheet, appraisal form, and travel voucher. I   

73. Check out with the Automated Deployment Database (ADD). I   

74. Check out with the IT Service Manager in the Communication 
Unit. I   





21 November 2011, Revised HM INSURANCE SPECIALIST EXPERT (INEX) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 15 

• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 

  



HM INSURANCE SPECIALIST EXPERT (INEX) 21 November 2011, Revised 

16 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Evaluation Record 

 
TRAINEE NAME 

HM Insurance Specialist Expert (INEX) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Insurance Specialist Expert (INEX) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Insurance Specialist Expert (INEX) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Insurance Task Force Leader (INTL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate Forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

11. Maintain appropriate span of control. I   

12. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

14. Recognize and communicate potentially hazardous situations. D-3   

15. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

16. Verify that special precautions are taken when hazards exist. D-3   

17. Use personal protective equipment (PPE) when issued. D-3   

18. Safeguard property and equipment. D-3   
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19. Provide current information for the call-down roster. D-3   

20. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Incident Command System (ICS) Concepts (C12); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

22. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

23. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

24. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

25. Make any necessary organizational adjustments. D-3   

26. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

27. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

  
  

Behavior/Activity: Manage the collection, distribution, and maintenance of HM disaster-related information 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Ensure reporting-up of the data collected by Crews. D-3   

29. Share information with Crew Leaders and Branch staff. D-3   
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30. Facilitate information sharing among Crews.  D-3   

31. Ensure coordination with HM Data Integration Specialist.  D-3   

32. Maintain data collection for functional area (e.g., arrange contact 
support for data analysis, negotiate contract support). D-3   

    

Behavior/Activity: Communicate HM program information under stressful situations  

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Direct the presentation of HM information to community officials 
and with the media.  Follow established protocols to coordinate 
media interaction with External Affairs (EA).   

D-3 
  

34. Create and provide disaster-specific guidance on insurance issues 
at internal and external meetings and briefings, as requested by 
immediate supervisor. 

D-3 
  

  
  

Behavior/Activity: Establish and maintain strategic partnerships to advance mitigation goals and objectives 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Engage internal JFO partners (EA, Individual Assistance, Public 
Assistance, Environmental Planning and Historic Preservation) in 
developing strategies to include mitigation practices into all 
disaster recovery programs.   

D-3 
  

36. Maintain lines of communication with appropriate State, Tribal, 
and local officials, Regional staff, and FEMA Headquarters 
personnel, in consultation with immediate supervisor, to ensure 
unity of effort. 

D-3 
  

37. Coordinate goals and strategies with other HM Task Force Leaders 
and disseminate to Crew Leaders. D-3   

38. Promote understanding of insurance throughout organization.  D-3   

39. Coordinate Insurance Task Force activities with Regional 
Insurance Liaison and Branch Chief as necessary. D-3   
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40. Coordinate/partner with the State National Flood Insurance 
Program (NFIP) Coordinator to identify insurance opportunities 
related to this disaster (e.g., policy counts, sanctioned 
communities, participating communities, section 1316 properties, 
Coastal Barrier Resource Act zones).   

D-3 

  

    

Behavior/Activity: In coordination with other task force leaders, develop FPM and Insurance Group 
functional plan to advance the HM strategy 

Competency: Interpersonal Skills (C14); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Develop functional plan in support of the FEMA-State HM 
Strategy by identifying activities that will directly contribute to the 
achievement of HM Strategy objectives established mutually by 
the State, Tribes, and FEMA.  

D-3 
  

42. Prioritize Task Force activities based on functional plan.  D-3   

43. Maintain a “big picture” perspective when developing and 
executing the functional plan. D-3   

    

Behavior/Activity: Manage task force activities in support of HM strategy 

Competency: Decision Making & Judgment (C7); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Manage staff to carry out Task Force objectives appropriate to the 
operational period. D-3   

45. Promote understanding and provide direction in implementing 
Task Force functional plan. D-3   

46. Communicate to supervisors and employees how ongoing 
activities of the Task Force are both appropriate to the Incident 
Action Plan and in support of the HM Strategy. 

D-3 
  

47. Oversee the integration of all Task Force outreach and technical 
assistance activities and the way they are delivered to 
communities. 

D-3 
  

48. Manage stakeholder training needs and requests. D-3   

49. Successfully manage all Crews in Floodplain Management and 
Insurance. D-3   
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Behavior/Activity: Lead personnel  

Competency: Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Recommend to immediate supervisor proactive opportunities to 
advance goals of Task Force. D-3   

51. Provide Crew Leaders and Task Force members with HM program 
direction. D-3   

52. Provide vision and motivation for Crew Leaders and Task Force 
members to accomplish mitigation. D-3   

53. Engage community officials to accomplish mitigation. D-3   

54. Recognize effective individual and Task Force performance. D-3   

    

Behavior/Activity: Oversee and ensure delivery of HM program 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Guide the implementation of the Floodplain Management and 
Insurance functional plan within the Task Force. D-3   

56. Ensure compliance with the NFIP and insurance regulations and 
guidance. D-3   

57. Oversee the dissemination of insurance information to other 
programs in the JFO. D-3   

58. Ensure the provision of technical assistance to other JFO programs 
to facilitate insurance and NFIP program objectives. D-3   

59. Ensure the provision of technical assistance to States and 
communities in post-disaster NFIP compliance issues and 
opportunities.  

D-3 
  

60. Encourage and provide support to communities to update and 
adopt ordinances in support of NFIP requirements. D-3   

61. Oversee the delivery of flood map determinations for internal JFO 
customers.  D-3   

62. Provide Congressional constituent services on insurance issues as 
directed. D-3   

63. Ensure staff has access to NFIP policy database through Regional 
approval process. D-3   
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Negotiate the time of transition. I   

65. Provide for adequate overlap to ensure efficient transfer of duties. I   

66. Brief replacement on current situation. I   

67. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

68. Ensure that an effective transition of duties is accomplished. I   

69. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

71. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

72. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Obtain performance appraisal from supervisor. I   

74. Report to the Training Unit upon completion of training 
assignment. I   

75. Make return travel arrangements. I   

76. Prepare the final travel voucher. I   

77. Return accountable property to the Accountable Property Office 
(APO). I   

78. Submit final timesheet, appraisal form, and travel voucher. I   

79. Check out with the Automated Deployment Database (ADD). I   

80. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Insurance Task Force Leader (INTL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Insurance Task Force Leader (INTL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Insurance Task Force Leader (INTL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Management Analyst Specialist (MNSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

12. Advise co-workers of potentially hazardous situations where 
appropriate. I   

13. Use personal protective equipment (PPE) when issued. I   

14. Safeguard property and equipment. I   

15. Provide current information for the call-down roster. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

17. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

18. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

19. Share current information with co-workers and immediate 
supervisor. D-3   

20. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   
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22. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

23. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Gather, review, and analyze complex disaster-related information 

Competency: Analysis/Reasoning (C2); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend and extract information that impacts HM Branch 
Management at scheduled briefings (e.g., HM Branch, all hands, 
functional) and debriefings, as required by immediate supervisor. 

D-3 
  

25. Review Federal Coordinating Officer operational priorities and 
State/FEMA Hazard Mitigation Strategy for critical program issues 
that impact the HM Branch. 

D-3 
  

26. Coordinate with immediate supervisor to identify potentially 
controversial State and local hazard mitigation priority activities. D-3   

27. Review incident data collected to identify targeted areas for 
advanced level mitigation opportunities. D-3   

    

Behavior/Activity: Communicate complex HM program information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Develop a communications strategy for HM Branch management. D-3   

29. Provide guidance on complex HM Branch issues at internal and 
briefings, as directed by immediate supervisor. D-3   

30. Translate highly technical information for understanding and use 
by non-technical audiences. D-3   
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Behavior/Activity: Establish and maintain effective working relationships 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Coordinate with appropriate individuals to ensure that HM Branch 
activities are developed in conformance with HM Strategy. D-3   

32. Follow established protocols to work with External Affairs (EA)-
Congressional to provide input into complex and controversial 
mitigation-related inquiries (e.g., citizen inquiries, Congressional 
Offices, HM Regional and/or Headquarters coordination) as 
assigned by immediate supervisor. 

D-3 

  

    

Behavior/Activity: Advise and guide on complex HM program concepts, rules, regulations, and processes 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14); Advance Mitigation Programs 
(T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Provide program and/or operational technical expertise to HM 
Branch and Joint Field Office (JFO) stakeholders on complex and 
controversial matters. 

D-3 
  

34. Provide subject matter expertise on complex mitigation issues. D-3   

35. Identify effective HM operating procedures and job aids. D-3   

36. Develop operating procedures, best methods, and job aids, as 
directed. D-3   

    

Behavior/Activity: Implement advanced program processes 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Apply regulations and FEMA policies to resolve complex Hazard 
Mitigation program (e.g., 44 Code of Federal Regulations, HM 
guidance documents) issues. 

D-3 
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Behavior/Activity: Demonstrate advanced knowledge of applicable systems, tools, and equipment 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Demonstrate advanced knowledge of FEMA technology tools and 
systems (e.g., Hazard Mitigation Technical Assistance Program 
[HMTAP] information management, National Emergency 
Management Information System, Floodsmart.gov, HAZUS) to 
retrieve data. 

D-3 

  

    

Behavior/Activity: Analyze and interpret program policy 

Competency: Analysis/Reasoning (C2); Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Obtain, analyze, and interpret policy papers issued by 
Headquarters. D-3   

40. Develop position papers for Region and Headquarters requiring 
policy determination. D-3   

    

Behavior/Activity: Manage multiple complex projects and/or assignments 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Assess the workload. D-3   

• Review previous, current, and future workload 
• Determine resources needed 

   

42. Develop plan to complete assignments. D-3   

43. Develop timeline for plan to manage multiple projects. D-3   

44. Recommend prioritization of projects to immediate supervisor. D-3   

45. Implement plan for projects or assignments. D-3   

  



21 November 2011, Revised HM MANAGEMENT ANALYST SPECIALIST (MNSP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 11 

Behavior/Activity: Coach or mentor staff on program-related issues 

Competency: Interpersonal Skills (C14); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Train and mentor other team members as directed by immediate 
supervisor. D-3   

    

Behavior/Activity: Manage contracts, interagency agreements, and mission assignments 

Competency: Decision Making & Judgment (C14); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Determine outsourcing requirements to meet milestones and 
timelines based on available internal assets and available outside 
resources including HMTAP, mission assignments, interagency 
agreements, and direct contracts. 

D-3 
  

48. Develop scopes of work with HM Group Supervisor and Team 
Leaders (e.g., HMTAP task orders, direct contracts, interagency 
agreements, mission assignments). 

D-3 
  

49. Coordinate funding and scoping with Headquarters Contract 
Officer, Headquarters Technical Monitor, JFO Finance and 
Administration Section Chief. 

D-3 
  

50. Expedite task order and/or contract processing when needed (e.g., 
Rapid Response Task Orders, Sole Source contracts). D-3   

    

Behavior/Activity: Support management of HM branch activities 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Assist in implementing mitigation strategies in daily activities of 
the Hazard Mitigation Branch. D-3   

• Monitor status of operational objectives 
• Analyze and report the status of the operational objectives 
• Recommend alternative actions 
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52. Develop, implement, and manage special projects as directed. D-3   

• Identify and document the effectiveness of completed Hazard 
Mitigation Grant Program projects 

• Research and analyze current building codes in affected counties 
• Coordinate with Disaster Field Training Office for specific training 

need 

   

53. Represent the HM Branch in operational meetings when needed. D-3   

54. Coordinate with Operations on Incident Action Planning 
requirements. D-3   

55. Direct, develop, and/or perform logistics management operations 
that involve planning, coordinating, or evaluating the logistical 
actions required to support the HM Branch. 

D-3 
  

• Implement a tracking system for all requests, property, etc. 
• Secure adequate space and equipment to meet staffing and program 

needs. 
• Establish working relationship and serve as liaison with Logistics 

Section. 
• Evaluate the efforts of HM Groups to identify specific requirements 

and develop and adjust plans and schedules to meet each requirement 
on time. 

   

56. Manage and coordinate all HM Branch participation in EA 
Speaker’s Bureau. D-3   

• Create tracking system for Speaker’s Bureau activity 
• Select pre-identified subject matter experts as representative for 

requested activity. 

   

57. Produce reports and written documents using established formats 
and or required forms. D-3   

    

Behavior/Activity: Maintain awareness and advise branch director of emerging issues 

Competency: Decision Making & Judgment (C7); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

58. Interact with internal and external program staff to obtain 
information from the field (e.g., review Incident Action Plan, 
Situation Reports, mitigation program area reports, monitor local 
media). 

D-3 
  

59. Analyze internal and external information and synthesize an action 
plan. D-3   
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Behavior/Activity: Execute the Incident Action Plan (IAP) 

Competency: Decision Making & Judgment (C7); Incident Command System (ICS) Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

60. Request additional resources or release surplus resources. D-3   

61. Use appropriate forms to request services and supplies. D-3   

62. Notify Branch Director and Resource Unit Leader of all resource 
status changes when they occur. D-3   

63. Report special events (e.g., incidents, accidents, political contacts, 
property loss or damage). D-3   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Obtain the time of transition from immediate supervisor. I   

65. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

66. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Obtain performance appraisal from supervisor. I   

68. Report to the Training Unit upon completion of training 
assignment. I   

69. Make return travel arrangements. I   

70. Prepare the final travel voucher. I   

71. Return accountable property to the Accountable Property Office 
(APO). I   

72. Submit final timesheet, appraisal form, and travel voucher. I   

73. Check out with the Automated Deployment Database (ADD). I   

74. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Management Analyst Specialist (MNSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Management Analyst Specialist (MNSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Management Analyst Specialist (MNSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Training Specialist (MTSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

12. Advise co-workers of potentially hazardous situations where 
appropriate. I   

13. Use personal protective equipment (PPE) when issued. I   

14. Safeguard property and equipment. I   

15. Provide current information for the call-down roster. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

17. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

18. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

19. Share current information with co-workers and immediate 
supervisor. D-3   

20. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   
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22. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

23. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Gather, review, and organize disaster-related information for analysis and decision 
making 

Competency: Analysis/Reasoning (C2); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend and participate in internal and external meetings, as 
assigned. D-3   

25. Obtain and review Federal Coordinating Officer operational 
priorities and State/FEMA Hazard Mitigation Strategy from 
immediate supervisor. 

D-3 
  

26. Coordinate with immediate supervisor to identify State and local 
hazard mitigation priorities. D-3   

27. Obtain and review Incident Action Plan (IAP) and Disaster 
Situation Reports from immediate supervisor for current Incident 
Period. 

D-3 
  

    

Behavior/Activity: Communicate HM program information 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Share program information and issues across the HM Branch to 
support the HM Strategy. D-3   

29. Communicate with internal partners (e.g., Disaster Field Training 
Office, Individual Assistance, Public Assistance, Small Business 
Administration). 

D-3 
  

30. Provide input for IAP through Form 215. D-3   
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Behavior/Activity: Establish and maintain effective working relationships 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Introduce and collaborate with Training Unit to ensure that HM 
training needs will be addressed without duplication of effort. D-3   

32. Introduce and collaborate with HM Branch functional group 
managers to open dialogue related to training concerns. D-3   

    

Behavior/Activity: Analyze data and conduct needs assessment for HM branch training & mentoring plans 

Competency: Interpersonal Skills (C14); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Assess HM Branch training needs based on collaboration with HM 
Branch functional group management, cadre managers, and on 
individual staff qualifying plans. 

D-3 
  

34. Coordinate with the Training Unit to determine available training 
assets to meet HM Branch training needs. D-3   

35. Coordinate with HM Management Analyst Specialist to obtain 
outside resources (e.g., Headquarters Mitigation, Emergency 
Management Institute [EMI], contract mechanisms, local 
universities and colleges), as needed to meet HM Branch training 
needs. 

D-3 

  

    

Behavior/Activity: Decide a course of action based on relevant information and situation 

Competency: Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Develop training plan (e.g., training and mentoring programs) and 
submit to immediate supervisor for approval. D-3   

37. Coordinate with HM Branch management team to develop training 
schedule for approved training plan. D-3   
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Behavior/Activity: Implement HM branch training plan 

Competency: Interpersonal Skills (C14); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Coordinate with the Training Unit to obtain resources or obtain 
separately if the Training Unit is not supporting the training. D-3   

39. Identify and obtain instructional materials for classroom training as 
specified in the course Instructor Guide or Plan of Instruction (e.g., 
student manuals, visual aids, computers/internet access). 

D-3 
  

40. Identify and gain commitment from qualified instructors (e.g., 
successful completion of E206 and recommendation of Cadre 
Manager). 

D-3 
  

41. Meet with instructors prior to training to provide information about 
the participants (e.g., previous experience, knowledge level). D-3   

42. For independent study courses, arrange with the Training Unit 
and/or Communication Unit for computer lab access and facilitator 
if needed. 

D-3 
  

43. Oversee the administration of end-of-course exams (e.g., conduct, 
score exams, record scores). D-3   

44. Conduct end-of-course and other forms of training evaluation. D-3   

45. Analyze evaluation data and recommend/make changes as 
appropriate. D-3   

    

Behavior/Activity: Implement HM branch mentoring plan 

Competency: Analysis/Reasoning (C2); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Assess staff mentoring needs based on collaboration with HM 
Branch functional group management, cadre managers, and on 
individual staff qualifying plans. 

D-3 
  

47. Identify, through collaboration with HM Branch functional 
managers, HM Branch staff members qualified and available to 
carry out mentor responsibilities. 

D-3 
  

48. Train mentors on role, tasks, and available job aids. D-3   

49. Match mentors and mentees; notify mentors’ supervisors of length 
and scope of mentoring responsibility. D-3   

50. Develop and implement mentoring schedule. D-3   
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51. Serve as a resource for mentors and mentees. D-3   

52. Collect and compile mentoring feedback and records. D-3   

    

Behavior/Activity: Manage HM branch training and mentoring records 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Compile training completion records and forward to the Training 
Unit for input into Automated Deployment Database. D-3   

54. Upon successful completion of courses required for credentialing, 
distribute Form 119-25-1, collect completed forms and forward to 
EMI. 

D-3 
  

55. Forward feedback on HM Field Operations curriculum to National 
Mitigation Cadre Manager. D-3   

56. Enter training data into Training Information Access System 
and/or FEMA Knowledge Center as appropriate. D-3   

57. Copy Cadre Managers on training and mentoring records. D-3   

58. Report training and mentoring accomplished and/or issues to HM 
Program Support Manager (e.g., attendance roster, test scores, 
mentoring reports, recommendations for progression). 

D-3 
  

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

59. Obtain the time of transition from immediate supervisor. I   

60. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

61. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Obtain performance appraisal from supervisor. I   

63. Report to the Training Unit upon completion of training 
assignment. I   

64. Make return travel arrangements. I   

65. Prepare the final travel voucher. I   

66. Return accountable property to the Accountable Property Office 
(APO). I   

67. Submit final timesheet, appraisal form, and travel voucher. I   

68. Check out with the Automated Deployment Database (ADD). I   

69. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Training Specialist (MTSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Training Specialist (MTSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Training Specialist (MTSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Product Development Crew Leader (PDCL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 

  



HM PRODUCT DEVELOPMENT CREW LEADER (PDCL) 21 November 2011, Revised 

2 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

11. Maintain appropriate span of control. I   

12. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

14. Recognize and communicate potentially hazardous situations. D-3   

15. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

16. Verify that special precautions are taken when hazards exist. D-3   

17. Use personal protective equipment (PPE) when issued. D-3   

18. Safeguard property and equipment. D-3   
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19. Provide current information for the call-down roster. D-3   

20. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

22. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

23. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

24. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

25. Make any necessary organizational adjustments. D-3   

26. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

27. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

29. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

30. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

31. Share current information with co-workers and immediate 
supervisor. D-3   

32. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Coordinate the collection, distribution, and maintenance of HM disaster-related 
information 

Competency: Manage & Organize Information (C18); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Implement the process for Crew to collect and organize data. D-3   

34. Implement the system to provide access to and share information 
with Crew members. D-3   
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35. Facilitate information sharing among Crews. D-3   

36. Work with HM Data Integration Specialist to implement the 
process for data storage and maintenance. D-3   

    

Behavior/Activity: Communicate HM programmatic information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Develop a communication strategy for addressing a hostile 
audience. D-3   

38. Provide guidance on complex Community Education and Outreach 
(CEO) issues at internal (e.g., Joint Field Office [JFO] Program 
areas) and external meetings (e.g., State and local briefings, Town 
Hall Meetings, Speaker's Bureau meetings) and briefings, as 
directed by immediate supervisor. 

D-3 

  

39. Present highly technical information for understanding and use by 
non-technical audiences. D-3   

40. Gather input from Crew for Incident Action Plan (IAP) and report 
up to immediate supervisor. D-3   

    

Behavior/Activity: Establish and maintain working relationships to ensure unity of effort 

Competency: Interpersonal Skills (C14); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Establish, cultivate, and manage internal JFO partnerships (e.g., 
External Affairs [EA], IA, Public Assistance, Logistics, 
Environmental Planning and Historic Preservation) regarding 
mitigation activities and opportunities for the purposes of 
situational awareness. 

D-3 

  

42. Work with State, Tribal, other Federal agencies, and private sector 
as appropriate. D-3   

43. Coordinate CEO goals and strategies with other HM Crew 
Leaders. D-3   

44. Promote the integration and implementation of HM CEO activities 
within Hazard Mitigation for immediate and long-term recovery 
activities. 

D-3 
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Behavior/Activity: In coordination with supervisor, develop tactical plan to implement functional objectives 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Design tactical plan for Crew to include a list of essential crew 
activities. D-3   

46. Develop Crew calendar to include events and programmatic 
milestones. D-3   

47. Develop list and plan for the resources needed to accomplish Crew 
goals and objectives. D-3   

48. Maintain a “big picture” perspective when developing and 
executing the tactical plan. D-3   

    

Behavior/Activity: Demonstrate effective supervisory practices and principles 

Competency: Leadership (C16); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Provide clear direction, assignments, and guidance to effectively 
structure and organize work activities, maximize productivity, and 
fulfill the incident objectives. 

D-3 
  

50. Keep subordinates informed of situational awareness, the context 
in which we are operating in the JFO and communities to include 
decisions, actions, and changes that affect them. 

D-3 
  

51. Communicate job-performance requirements to subordinates (e.g., 
work hour, rotation schedule, contact list). D-3   

52. Establish work assignments and set priorities. D-3   

53. Distribute work equitably and appropriately among Crew 
members. D-3   

54. Delegate specific authority based on the assigned tasks. D-3   

55. Execute signature authority for all required documents, as 
authorized. D-3   

56. Ensure all assigned personnel time records are complete, accurate 
and submitted within established timeframes. D-3   

57. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

58. Continuously evaluate and acknowledge performance. D-3   
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59. Identify and reward high performance. D-3   

60. Communicate performance deficiencies immediately and take 
corrective action. D-3   

61. Prepare and discuss incident-specific performance evaluations 
using agency approved forms with assigned personnel. D-3   

62. Complete task book assessment records and discuss the results 
with assigned personnel. D-3   

    

Behavior/Activity: Manage crew activities in support of HM strategy 

Competency: Manage Resources (C19); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Direct Crew members to carry out HM product development 
objectives appropriate to the operational period. D-3   

64. Identify and address immediate, disaster-related HM Product 
Development issues. D-3   

65. Communicate to supervisors and employees how ongoing 
activities of the Crew are both appropriate to the IAP and in 
support of the HM Strategy. 

D-3 
  

66. Implement technical assistance to the State, local, and Tribal 
governments, and other JFO programs in support HM Product 
Development goals. 

D-3 
  

67. Assess stakeholder training needs and requests. D-3   

68. Monitor Crew activities to ensure that identified mitigation 
opportunities are implemented. D-3   

69. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

70. Select and provide guidance to staff to participate in public 
meetings. D-3   

71. Maintain case files for critical issues or issues requiring significant 
management and follow-up. D-3   

72. Anticipate how HM Branch products will be used in the field and 
design accordingly (e.g., at large box store vs. small hardware 
store). 

D-3 
  

73. Identify effective HM operating procedures and job aids. D-3   

74. Develop operating procedures, best methods, and job aids, and 
forward to FEMA R&DS for consideration as HM Mitigation 
Standard Operating Procedure. 

D-3 
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Behavior/Activity: Lead personnel 

Competency: Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Lead through example by acting in a fair and ethical manner 
toward others and demonstrating commitment to public service. D-3   

76. Recommend to immediate supervisor proactive opportunities to 
advance goals of Crew. D-3   

77. Provide Crew members with programmatic direction. D-3   

78. Provide vision and motivation for Crew members to accomplish 
mitigation. D-3   

79. Motivate community officials to accomplish mitigation. D-3   

80. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

81. Encourage open communication and input from assigned 
personnel. D-3   

82. Foster consensus-building among assigned personnel. D-3   

83. Promote a teamwork environment that encourages individuals to 
share knowledge, work cooperatively, engage in continuous 
learning, and contribute fully to team-based efforts. 

D-3 
  

84. Recognize effective individual and team performance. D-3   

    

Behavior/Activity: Coordinate program delivery of crew 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Develop publication(s) list, in support of Mitigation Concept of 
Operations and State Coordinating Officer and Federal 
Coordinating Officer objectives. 

D-3 
  



21 November 2011, Revised HM PRODUCT DEVELOPMENT CREW LEADER (PDCL) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 13 

86. Order publications from FEMA for internal and external 
distribution to include: D-3   

• Community Relations (CR) 
• Disaster Recovery Centers 
• Outreach staff 
• Special events 
• Schools 
• Community groups 
• Local and State officials 
• Private Sector, building and construction industry 

   

87. Establish publication storage, distribution, and inventory control 
procedures. D-3   

88. Arrange for and coordinate printing of site-produced mitigation 
materials with the FEMA JFO Logistics Section, local printers, and 
the Government Printing Office, in accordance with DHS design 
standards. 

D-3 
  

89. Oversee the process to confirm that printing costs are incurred by 
the responsible branches and groups (e.g., CR, Individual 
Assistance, Hazards and Performance Analysis, Floodplain 
Management, and Insurance). 

D-3 
  

90. Manage the deployment, replenishment, and repairs of Mitigation 
Branch go-kits, scale model construction displays, and safe room 
models, if needed. 

D-3 
  

91. Develop incident-specific products and materials. D-3   

92. Provide completed products to appropriate end users (e.g., 
Education and Outreach Crew, other FEMA program areas, 
external customers). 

D-3 
  

93. Follow established protocols to coordinate with EA to provide a 
photographer to support the Best Practice staff. D-3   

94. Supervise the design, production, and delivery of disaster- and site-
specific, community-based, education and outreach materials, in 
accordance with DHS design standards. 

D-3 
  

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

95. Negotiate the time of transition. I   

96. Provide for adequate overlap to ensure efficient transfer of duties. I   
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97. Brief replacement on current situation. I   

98. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

99. Ensure that an effective transition of duties is accomplished. I   

100. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

101. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

102. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

103. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

104. Obtain performance appraisal from supervisor. I   

105. Report to the Training Unit upon completion of training 
assignment. I   

106. Make return travel arrangements. I   

107. Prepare the final travel voucher. I   

108. Return accountable property to the Accountable Property Office 
(APO). I   

109. Submit final timesheet, appraisal form, and travel voucher. I   

110. Check out with the Automated Deployment Database (ADD). I   

111. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 

  



HM PRODUCT DEVELOPMENT CREW LEADER (PDCL) 21 November 2011, Revised 

16 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Evaluation Record 

 
TRAINEE NAME 

HM Product Development Crew Leader (PDCL) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Product Development Crew Leader (PDCL) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Product Development Crew Leader (PDCL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position. 

 
Official’s Signature and Date 

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Floodplain Management Substantial Damage 
Crew Leader (SDCL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

11. Maintain appropriate span of control. I   

12. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

14. Recognize and communicate potentially hazardous situations. D-3   

15. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

16. Verify that special precautions are taken when hazards exist. D-3   

17. Use personal protective equipment (PPE) when issued. D-3   

18. Safeguard property and equipment. D-3   
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19. Provide current information for the call-down roster. D-3   

20. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

22. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

23. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

24. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

25. Make any necessary organizational adjustments. D-3   

26. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

27. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

29. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

30. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

31. Share current information with co-workers and immediate 
supervisor. D-3   

32. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Coordinate the collection, distribution, and maintenance of HM disaster-related 
information 

Competency: Manage & Organize Information (C18); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Implement the process for Crew to collect and organize data. D-3   

34. Implement the system to provide access to and share information 
with Crew members. D-3   
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35. Facilitate information sharing among staff. D-3   

36. Work with HM Data Integration Specialist to implement the 
process for data storage and maintenance. D-3   

    

Behavior/Activity: Communicate HM program information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Develop a communication strategy for addressing a hostile 
audience. D-3   

38. Provide guidance on complex floodplain management issues at 
internal (e.g., Joint Field Office [JFO] Program areas) and external 
meetings (e.g., State and local briefings, Town Hall Meetings, 
Speaker's Bureau meetings) and briefings, as directed by 
immediate supervisor. 

D-3 

  

39. Present highly technical information for understanding and use by 
non-technical audiences. D-3   

40. Gather input from Crew for Incident Action Plan (IAP) and report 
up to immediate supervisor. D-3   

    

Behavior/Activity: Establish and maintain working relationships to ensure unity of effort 

Competency: Interpersonal Skill (C14); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Establish, cultivate, and manage internal JFO partnerships (e.g., 
External Affairs [EA], Individual Assistance, Public Assistance, 
Logistics, Environmental Planning and Historic Preservation) 
regarding mitigation activities and opportunities for the purposes 
of situational awareness. 

D-3 

  

42. Work with State, Tribal, other Federal agencies, and private sector 
as appropriate. D-3   

43. Coordinate substantial damage goals and strategies with other HM 
Crew Leaders. D-3   

44. Coordinate activities with State National Flood Insurance Program 
(NFIP) Coordinator and local officials on substantial damage. D-3   

45. Assist the State with identifying and staffing education and 
outreach opportunities in support of FEMA/State mitigation 
strategies. 

D-3 
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Behavior/Activity: In coordination with supervisor, develop tactical plan to implement functional objectives 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Design tactical plan for Crew to include a list of essential Crew 
activities. D-3   

47. Develop Crew calendar to include events and HM Program 
milestones. D-3   

48. Develop list and plan for the resources needed to accomplish Crew 
goals and objectives. D-3   

49. Maintain a “big picture” perspective when developing and 
executing the tactical plan. D-3   

    

Behavior/Activity: Demonstrate effective supervisory practices and principles 

Competency: Leadership (C16); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Provide clear direction, assignments, and guidance to effectively 
structure and organize work activities, maximize productivity, and 
fulfill the incident objectives. 

D-3 
  

51. Keep subordinates informed of situational awareness, the context 
in which we are operating in the JFO and communities to include 
decisions, actions, and changes that affect them. 

D-3 
  

52. Communicate job-performance requirements to subordinates (e.g., 
work hour, rotation schedule, contact list). D-3   

53. Establish work assignments and set priorities. D-3   

54. Distribute work equitably and appropriately among Crew 
members. D-3   

55. Delegate specific authority based on the assigned tasks. D-3   

56. Execute signature authority for all required documents, as 
authorized. D-3   

57. Ensure all assigned personnel time records are complete, accurate, 
and submitted within established timeframes. D-3   

58. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

59. Continuously evaluate and acknowledge performance. D-3   
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60. Identify and reward high performance. D-3   

61. Communicate performance deficiencies immediately and take 
corrective action. D-3   

62. Prepare and discuss incident-specific performance evaluations 
using agency-approved forms with assigned personnel. D-3   

63. Complete task book assessment records and discuss the results 
with assigned personnel. D-3   

    

Behavior/Activity: Manage crew activities in support of HM strategy 

Competency: Manage Resources (C19); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Direct Crew members to carry out floodplain management 
objectives appropriate to the operational period. D-3   

65. Identify and address immediate, disaster-related floodplain 
management issues. D-3   

66. Communicate to supervisors and employees how ongoing 
activities of the Crew are both appropriate to the IAP and in 
support of the HM Strategy. 

D-3 
  

67. Implement technical assistance to the State, local, and Tribal 
governments, and other JFO programs in support floodplain 
management goals. 

D-3 
  

68. Assess stakeholder training needs and requests. D-3   

69. Monitor Crew activities to ensure that identified mitigation 
opportunities are implemented. D-3   

70. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

71. Select and provide guidance to staff to participate in public 
meetings. D-3   

72. Maintain case files for critical issues or issues requiring significant 
management and follow-up. D-3   

73. Identify effective HM operating procedures and job aids. D-3   

74. Develop operating procedures, best methods, job aids and forward 
to FEMA Mitigation Regional and Disaster Support (R&DS) for 
consideration as HM Standard Operating Procedure. 

D-3 
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Behavior/Activity: Lead personnel 

Competency: Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Lead through example by acting in a fair and ethical manner 
toward others and demonstrating commitment to public service. D-3   

76. Recommend to immediate supervisor proactive opportunities to 
advance goals of Crew. D-3   

77. Provide Crew members with HM Program direction. D-3   

78. Provide vision and motivation for Crew members to accomplish 
mitigation. D-3   

79. Motivate community officials to accomplish mitigation. D-3   

80. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

81. Encourage open communication and input from assigned 
personnel. D-3   

82. Foster consensus-building among assigned personnel. D-3   

83. Promote a teamwork environment that encourages individuals to 
share knowledge, work cooperatively, engage in continuous 
learning, and contribute fully to team-based efforts. 

D-3 
  

84. Recognize effective individual and team performance. D-3   

    

Behavior/Activity: Coordinate program delivery of crew 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Coordinate with the HM immediate supervisor and the State point 
of contact to schedule meetings in communities with substantially 
damaged buildings. 

D-3 
  

86. Collaborate with the HM immediate supervisor to determine the 
scope of FEMA’s requirement to support the communities 
requesting assistance (i.e., Standard level, Enhanced level, High 
level, Highest level). 

D-3 
  

87. Collaborate with the immediate supervisor to deploy required SDE 
FEMA staff. D-3   

88. Manage staff as appropriate to the need for assistance and provide 
staff training. D-3   
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89. Identify ability of local communities to perform substantial 
damage determination inspections and work with State NFIP 
Coordinator to provide technical assistance where needed (e.g. 
SDE training and damage estimation support). 

D-3 
  

90. Manage crew to initiate community assistance as appropriate. D-3   

91. Oversee FEMA and/or contractor collection of residential damage 
data. D-3   

92. Oversee process to ensure personnel have completed quality 
control checks of damage data. D-3   

93. Deliver or verify that accurate damage data are delivered to 
communities in a timely manner and follow-on technical assistance 
is provided as needed. 

D-3 
  

94. Manage community expectation. D-3   

95. Arrange for meeting with community to deliver final products and 
provide for future support, in conjunction with immediate 
supervisor. 

D-3 
  

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

96. Negotiate the time of transition. I   

97. Provide for adequate overlap to ensure efficient transfer of duties. I   

98. Brief replacement on current situation. I   

99. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

100. Ensure that an effective transition of duties is accomplished. I   

101. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

102. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

103. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

104. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

105. Obtain performance appraisal from supervisor. I   

106. Report to the Training Unit upon completion of training 
assignment. I   

107. Make return travel arrangements. I   

108. Prepare the final travel voucher. I   

109. Return accountable property to the Accountable Property Office 
(APO). I   

110. Submit final timesheet, appraisal form, and travel voucher. I   

111. Check out with the Automated Deployment Database (ADD). I   

112. Check out with the IT Service Manager in the Communication 
Unit. I   

 



21 November 2011, Revised HM FLOODPLAIN MANAGEMENT SUBSTANTIAL DAMAGE CREW LEADER (SDCL) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 15 

• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Floodplain Management Substantial Damage Crew 
Leader (SDCL) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Floodplain Management Substantial Damage Crew 
Leader (SDCL) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Floodplain Management Substantial Damage 
Crew Leader (SDCL) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position. 

 
Official’s Signature and Date 

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HM Floodplain Management Substantial Damage 
Specialist Expert (SDEX) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

10. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

12. Advise co-workers of potentially hazardous situations where 
appropriate. I   

13. Use personal protective equipment (PPE) when issued. I   

14. Safeguard property and equipment. I   

15. Provide current information for the call-down roster. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

17. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

18. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

19. Share current information with co-workers and immediate 
supervisor. D-3   

20. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   
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22. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

23. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Gather, review, and analyze complex disaster-related information 

Competency: Analysis/Reasoning (C2); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend and extract information that impacts floodplain 
management/substantial damage at scheduled briefings (e.g., HM 
Branch, all hands, functional) and debriefings, as required by 
immediate supervisor. 

D-3 
  

25. Review Federal Coordinating Officer operational priorities and 
State/FEMA HM Strategy for critical program issues that impact 
floodplain management. 

D-3 
  

26. Coordinate with immediate supervisor to identify potentially 
controversial State and local hazard mitigation priority activities. D-3   

27. Review incident data collected to identify targeted areas for 
advanced level mitigation opportunities. D-3   

28. Analyze community information data from Community 
Information System (CIS) for applicability to HM Strategy 
priorities. 

D-3 
  

29. Coordinate the collection of technical data (e.g., perishable data, 
hazard maps, Flood Insurance Rate Maps [FIRM]). D-3   

    

Behavior/Activity: Communicate complex HM program information under stressful situations 

Competency: Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Develop a communication strategy for addressing a hostile 
audience. D-3   

31. Provide guidance on complex floodplain management issues at 
internal (e.g., Joint Field Office Program areas) and external 
meetings (e.g., State and local briefings, Town Hall Meetings, 
Speaker's Bureau meetings) and briefings, as directed by 
immediate supervisor. 

D-3 
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32. Translate highly technical information for understanding and use 
by non-technical audiences. D-3   

33. Provide input for Incident Action Plan. D-3   

    

Behavior/Activity: Establish and maintain effective working relationships 

Competency: Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Coordinate with appropriate individuals to ensure that floodplain 
management activities are developed in conformance with HM 
Strategy. 

D-3 
  

35. Follow established protocols to work with External Affairs-
Congressional to provide input into complex and controversial 
mitigation-related inquiries (e.g., citizen inquiries, Congressional 
Offices, HM Regional and/or Headquarters coordination) as 
assigned by immediate supervisor. 

D-3 

  

36. Coordinate with Regional floodplain specialist and Headquarters 
local officials, trade associations, and staff to resolve challenging 
issues. 

D-3 
  

37. Implement key objectives and strategies in coordination with the 
State National Flood Insurance Program Coordinator. D-3   

    

Behavior/Activity: Advise and guide on complex HM program concepts, rules, regulations, and processes 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Provide floodplain management technical expertise to internal and 
external stakeholders on complex and controversial matters. D-3   

39. Provide subject matter expertise on complex mitigation issues. D-3   

40. Facilitate internal or external training as requested or needed for 
post-disaster responsibilities (e.g., elevation certificates, 
Substantial Damage Estimator (SDE), FIRM, Flood Insurance 
Studies (FIS)). 

D-3 
  

41. Identify effective HM operating procedures and job aids. D-3   

42. Develop operating procedures, best methods, and job aids, as 
directed. D-3   
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Behavior/Activity: Analyze program-related data to make recommendations and identify problems 

Competency: Analysis/Reasoning (C2); Decision Making & Judgment (C7); Advance Mitigation 
Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Identify issues or trends in community’s administrative process to 
enforce Flood Damage Prevention Ordinances and refer issues or 
trends to immediate supervisor (e.g., floodplain development 
permitting process, flood maps, FIS). 

D-3 
  

    

Behavior/Activity: Implement advanced HM program processes 

Competency: Planning & Organizing (C20); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Apply regulations and FEMA policies to resolve complex Hazard 
Mitigation program issues (e.g., 44 CFR, HM guidance 
documents). 

D-3 
  

45. Assist participating communities with complex post-disaster 
compliance issues, with special emphasis on repetitive loss and 
substantial damage. 

D-3 
  

46. Perform complex or non-routine onsite inspections (e.g., 
compliance issues, substantial damage), as needed or requested. D-3   

47. Independently assist communities in determining level of service 
needed. D-3   

48. Monitor SDE software data collection process in multiple 
communities (e.g., FEMA staff, contractors). D-3   

49. Deliver accurate damage data to communities in a timely manner. D-3   

50. Provide follow-up on technical assistance as needed in high-
profile, politically-sensitive communities. D-3   
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Behavior/Activity: Demonstrate expert capability to use applicable systems, tools, and equipment 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Use and teach technology tools and systems necessary to 
accomplish floodplain management activities. D-3   

• BureauNet 
• CIS 
• National Tool 
• Geographic Information Systems (GIS) 
• Map Service Center 

   

    

Behavior/Activity: Analyze and interpret HM program policy 

Competency: Analysis/Reasoning (C2); Decision Making & Judgment (C7); Advance Mitigation 
Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Research, analyze, and interpret policy papers issued by 
Headquarters. D-3   

53. Develop position papers for Region and Headquarters requiring 
policy determination. D-3   

• Mapping 
• Compliance 

   

    

Behavior/Activity: Manage multiple complex projects and/or assignments 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Assess the workload. D-3   

• Review previous, current, and future workload 
• Determine resources needed 

   

55. Develop plan to complete assignments. D-3   

56. Develop timeline for plan to manage multiple projects. D-3   

57. Recommend prioritization of projects to immediate supervisor. D-3   
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58. Implement plan for projects or assignments. D-3   

    

Behavior/Activity: Coach or mentor staff on HM program-related issues 

Competency: Interpersonal Skills (C14); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

59. Train and mentor other team members as directed by immediate 
supervisor. D-3   

    

Behavior/Activity: Provide HM program advice and guidance in multiple regions 

Competency: Communication-Verbal (C4); Advance Mitigation Programs (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

60. Provide floodplain management advice and guidance in a 
minimum of three Regions. D-3   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

61. Obtain the time of transition from immediate supervisor. I   

62. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

63. Notify immediate supervisor when transition is complete. I   

  



21 November 2011, Revised HM FPM SUBSTANTIAL DAMAGE SPECIALIST EXPERT (SDEX) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 13 

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Obtain performance appraisal from supervisor. I   

65. Report to the Training Unit upon completion of training 
assignment. I   

66. Make return travel arrangements. I   

67. Prepare the final travel voucher. I   

68. Return accountable property to the Accountable Property Office 
(APO). I   

69. Submit final timesheet, appraisal form, and travel voucher. I   

70. Check out with the Automated Deployment Database (ADD). I   

71. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HM Floodplain Management Substantial Damage 
Specialist Expert (SDEX) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HM Floodplain Management Substantial Damage 
Specialist Expert (SDEX) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HM Floodplain Management Substantial Damage 
Specialist Expert (SDEX) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
         

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HR Deployment Specialist (DYSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. D-3   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. D-3   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” D-3   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. D-3   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. D-3   

6. Report to the Training Unit to check in as a trainee. D-3   
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7. Obtain additional job-required equipment or supplies. D-3   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). D-3   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. D-3   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. D-3   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. D-3   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. D-3   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Demonstrate professional and appropriate verbal communication 
consistently. D-3   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

15. Demonstrate professional and appropriate non-verbal 
communication consistently. D-3   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

16. Ask clarifying questions to ensure accurate understanding of 
directions. D-3   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

17. Share current information with co-workers and immediate 
supervisor. D-3   

18. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Recognize potentially hazardous situations and report them to 
immediate supervisor. D-3   

20. Advise co-workers of potentially hazardous situations where 
appropriate. D-3   

21. Use personal protective equipment (PPE) when issued. D-3   

22. Safeguard property and equipment. D-3   

23. Provide current information for the call-down roster. D-3   

    

Behavior/Activity: Maintain the confidentiality of appropriate HR information 

Competency: Attention to Detail (C3) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Ensure compliance with Privacy Act requirements to maintain the 
confidentially of all HR documents including personal notes. D-3   

• Cover sheets 
• Locked computers 
• Locked file cabinet 

   

25. Ensure the confidentially of all verbal conversations pertaining to 
HR information. D-3   

    

Behavior/Activity: Order and monitor personnel through the Automated Deployment Database (ADD) 

Competency: Attention to Detail (C3) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Gain access to your ADD rights. D-3   

27. Receive approved deployment requests and create them in the 
ADD. D-3   
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28. Provide status update to requesting authority. D-3   

• Request summary sheet 
• Confirmation e-mail 

   

    

Behavior/Activity: Compile data from ADD for reports 

Competency: Attention to Detail (C3); Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Retrieve and review ADD reports for accuracy, status of requests, 
and completeness. D-3   

• Deployed Employee Pending Check-In Staffing Pattern Report 
• Dated Staffing Pattern Report 
• Non-FEMA Staffing Pattern Report 

   

30. Distribute daily reports to Command and General Staff and 
requesting authorities. D-3   

• Deployed Employee Pending Check-In Staffing Pattern Report 
• Dated Staffing Pattern Report 
• Non-FEMA Staffing Pattern Report 

   

31. Compile data from ADD reports into the Situation Report template 
and submit to Planning, with approval from immediate supervisor. D-3   

    

Behavior/Activity: Ensure check-in and check-out 

Competency: Attention to Detail (C3) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Set up and maintain the HR forms table. D-3   

• Rotation form 
• Administrative memorandum 
• Check-in/check-out forms 
• Copies of the payroll calendar 
• Local hotels and eateries 
• Evacuation plan 

   

33. Collect completed check-in/check-out forms. D-3   

34. Direct the check-in procedures for personnel, using the ADD as 
directed. D-3   
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35. Direct checked-in personnel to their requesting authority for 
further instructions. D-3   

36. Update employee assignment information in the ADD as required. D-3   

37. Provide support and reminders to employees on using the self-
service check-in/check-out as available, or when calling 
Deployment Support. 

D-3 
  

    

Behavior/Activity: Account for non-FEMA personnel 

Competency: Attention to Detail (C3) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Establish points of contact (POCs) with non-FEMA personnel and 
provide check-in forms. D-3   

• State 
• Local 
• Other Federal agencies 
• Contractors 
• Voluntary agencies 

   

39. Gather completed forms from POCs and enter information into the 
ADD. D-3   

    

Behavior/Activity: Create and deploy local hires in the ADD 

Competency: Information Management (C13); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Create local hire employee record (F-2) in the ADD. D-3   

41. Deploy local hire (F-6) in the ADD. D-3   
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Behavior/Activity: Perform administrative duties in support of deployment  

Competency: Attention to Detail (C3); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Forward performance appraisals to disaster assistance employee’s 
Cadre Manager or designated recipient. D-3   

43. Enter data into the ADD. D-3   

• Job titles 
• Rotations 
• Salary changes 
• Duty station 

   

44. Process the Federal Request for Annuity Waiver (FEMA Form 30-
64). D-3   

• Forward the completed and signed form to Human Capital 
• File annuity waivers 
• Keep a running list of annuitants not to exceed (NTE) 120 days 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. D-3   

46. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

D-3 
  

47. Exhibit appropriate public stewardship of taxpayer dollars. D-3   
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Obtain the time of transition from immediate supervisor. D-3   

49. Identify appropriate information needed for transition of duties. D-3   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

50. Notify immediate supervisor when transition is complete. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Obtain performance appraisal from supervisor. D-3   

52. Report to the Training Unit upon completion of training 
assignment. D-3   

53. Make return travel arrangements. D-3   

54. Prepare the final travel voucher. D-3   

55. Return accountable property to the Accountable Property Office 
(APO). D-3   

56. Submit final timesheet, appraisal form, and travel voucher. D-3   

57. Check out with the Automated Deployment Database (ADD). D-3   

58. Check out with the IT Service Manager in the Communication 
Unit. D-3   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HR Deployment Specialist (DYSP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HR Deployment Specialist (DYSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HR Deployment Specialist (DYSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

 Human Resources Manager (HRMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. D-3   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. D-3   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” D-3   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. D-3   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. D-3   

6. Report to the Training Unit to check in as a trainee. D-3   
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7. Obtain additional job-required equipment or supplies. D-3   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). D-3   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. D-3   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. D-3   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   
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13. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

14. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

15. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

16. Make any organizational adjustments if necessary. D-3   

17. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

18. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate appropriate level of ICS knowledge. D-3   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

20. Use common terminology. D-3   

21. Maintain appropriate span of control. D-3   

22. Maintain unity of command. D-3   
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Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Attend scheduled briefings as required. D-3   

24. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

25. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

26. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Demonstrate professional and appropriate verbal communication 
consistently. D-3   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

28. Demonstrate professional and appropriate non-verbal 
communication consistently. D-3   

• Practice active listening 
• Eye contact 
• Appropriate body language 
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29. Ask clarifying questions to ensure accurate understanding of 
directions. D-3   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

30. Share current information with co-workers and immediate 
supervisor. D-3   

31. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

33. Hold personnel accountable for the execution of assigned tasks. D-3   

34. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

35. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

36. Request additional resources or release surplus resources. D-3   

37. Address logistical problems that subordinates report. D-3   

38. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

39. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

40. Ensure that work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

41. Keep assigned personnel informed of changes. D-3   
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42. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

43. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

45. Recognize and communicate potentially hazardous situations. D-3   

46. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

47. Verify that special precautions are taken when hazards exist. D-3   

48. Use personal protective equipment (PPE) when issued. D-3   

49. Safeguard property and equipment. D-3   

50. Provide current information for the call-down roster. D-3   

51. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Maintain the confidentiality of appropriate Human Resources (HR) information 

Competency: Attention to Detail (C3) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Ensure compliance with Privacy Act requirements to maintain the 
confidentially of all HR documents including personal notes. D-3   

• Cover sheets 
• Locked computers 
• Locked file cabinet 

   

53. Ensure the confidentially of all verbal conversations pertaining to 
HR information. D-3   

54. Alert Command and General Staff to sensitive issues that require 
FEMA HR office intervention or correction. D-3   
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Behavior/Activity: Coordinate local hire orientation 

Competency: Knowledge of Program & Technical Protocols (C15); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Schedule the local hire orientation in coordination with the 
Training Unit. D-3   

56. Notify attendees of the orientation date. D-3   

57. Conduct the local hire orientation as needed. D-3   

58. Coordinate and assist with the local hire orientation following the 
oath of office. D-3   

• Personnel policies 
• Personnel procedures 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

59. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. D-3   

60. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

D-3 
  

61. Exhibit appropriate public stewardship of taxpayer dollars. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

63. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

64. Establish work assignments and set priorities. D-3   

65. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

66. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

67. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

68. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

69. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

70. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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71. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

72. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

73. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Negotiate the time of transition. D-3   

75. Provide for adequate overlap to ensure efficient transfer of duties. D-3   

76. Brief replacement on current situation. D-3   

77. Ensure that appropriate information is up-to-date. D-3   

• Accurate 
• Special issues/concerns 

   

78. Ensure that an effective transition of duties is accomplished. D-3   

79. Notify immediate supervisor when transition is complete. D-3   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

80. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

81. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

82. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

  



 HUMAN RESOURCES MANAGER (HRMG) 21 November 2011, Revised  

14 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

83. Obtain performance appraisal from supervisor. D-3   

84. Report to the Training Unit upon completion of training 
assignment. D-3   

85. Make return travel arrangements. D-3   

86. Prepare the final travel voucher. D-3   

87. Return accountable property to the Accountable Property Office 
(APO). D-3   

88. Submit final timesheet, appraisal form, and travel voucher. D-3   

89. Check out with the Automated Deployment Database (ADD). D-3   

90. Check out with the IT Service Manager in the Communication 
Unit. D-3   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

 Human Resources Manager (HRMG) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

 Human Resources Manager (HRMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

 Human Resources Manager (HRMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

 Human Resources Unit Leader (HRUL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. D-3   

• Current program guidance 
• Appropriate Forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. D-3   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” D-3   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. D-3   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. D-3   

6. Report to the Training Unit to check in as a trainee. D-3   
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7. Obtain additional job-required equipment or supplies. D-3   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). D-3   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. D-3   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. D-3   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Determine if the organizational structure is appropriate based on 
supervisor direction. D-3   
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13. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

14. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

15. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

16. Make any organizational adjustments if necessary. D-3   

17. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

18. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate appropriate level of ICS knowledge. D-3   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

20. Use common terminology. D-3   

21. Maintain appropriate span of control. D-3   

22. Maintain unity of command. D-3   
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Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Attend scheduled briefings as required. D-3   

24. Brief subordinates with relevant information on their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types and location 

   

25. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

26. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Demonstrate professional and appropriate verbal communication 
consistently. D-3   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

28. Demonstrate professional and appropriate non-verbal 
communication consistently. D-3   

• Practice active listening 
• Eye contact 
• Appropriate body language 
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29. Establish and maintain positive interpersonal and interagency 
working relationships. D-3   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

30. Ask clarifying questions to ensure accurate understanding of 
directions. D-3   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

31. Share current information with co-workers and immediate 
supervisor. D-3   

32. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

34. Hold personnel accountable for the execution of assigned tasks. D-3   

35. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

36. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

37. Request additional resources or release surplus resources. D-3   

38. Address logistical problems that subordinates report. D-3   

39. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

40. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   
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41. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

42. Keep assigned personnel informed of changes. D-3   

43. Notify immediate supervisor of unit personnel status changes when 
they occur. D-3   

44. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

46. Recognize and communicate potentially hazardous situations. D-3   

47. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

48. Verify that special precautions are taken when hazards exist. D-3   

49. Use personal protective equipment (PPE) when issued. D-3   

50. Safeguard property and equipment. D-3   

51. Provide current information for the call-down roster. D-3   

52. Maintain the integrity of the call-down roster of subordinates. D-3   
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Behavior/Activity: Maintain the confidentiality of appropriate Human Resources (HR) information 

Competency: Attention to Detail (C3) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Ensure compliance with Privacy Act requirements to maintain the 
confidentially of all HR documents including personal notes. D-3   

• Cover sheets 
• Locked computers 
• Locked file cabinet 

   

54. Ensure the confidentially of all verbal conversations pertaining to 
HR information. D-3   

55. Alert Command and General Staff to sensitive issues that require 
FEMA HR office intervention or correction. D-3   

    

Behavior/Activity: Manage the time and attendance (T&A) activities for the incident 

Competency: Attention to Detail (C3); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Coordinate with Information Technology (IT) and Logistics for 
space and equipment to set up payroll operations. D-3   

57. Ensure the collection and filing of Overtime Work Justification, 
Authorization And Certification (FEMA Form 253-2-1) at the 
beginning of the pay period. 

D-3  
  

58. Create and distribute a bi-weekly payroll memo with pertinent 
information relative to the current pay period. D.3   

59. Provide to the Command and General Staff or their designee the 
list of employees for timesheet submission during the second week 
of the pay period. 

D-3 
  

60. Manage the collection, review, and calculation of timesheets from 
FEMA personnel. D-3   

61. Ensure the accountability of all timesheets for FEMA personnel. D-3   

62. Forward the alphabetized timesheets to the appropriate timekeeper 
at the Regions and other FEMA facilities. D-3   

63. Verify bi-weekly overtime report prior to submission to the 
Finance and Administration (F&A) Chief. D-3   
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64. Coordinate with field operations staff on complex pay issues. D-3   

• No pay 
• Partial payment 
• Bank 

   

65. Verify the actual overtime hours on FEMA Form 30-7 and take it 
to the requesting official for certification. D-3   

66. Provide Web Time and Attendance (WebTA) training as needed. D-3   

• Coordinate with Training Unit 
• Individual training 

   

67. Provide a regional timekeeper list to the specialist. D-3   

    

Behavior/Activity: Manage the Automated Deployment Database (ADD) function 

Competency: Information Management (C13); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

68. Coordinate with the Region to get full staffing point of contact 
(SPOC) rights (F2-F7). D-3   

69. Monitor ADD reports for accuracy, status of requests, and 
completeness. D-3   

• Deployed Employee Pending Check-In Staffing Pattern Report 
• Dated Staffing Pattern Report 
• Non-FEMA Staffing Pattern Report 

   

70. Verify data compiled from ADD reports into the Situation Report 
template prior to submission to the Planning Section. D-3   

71. Coordinate and determine points of contact with non-FEMA 
personnel. D-3   

72. Monitor that completed training data is entered into the ADD. D-3   

• Coordinate with the Training Unit 
• Enter directly 

   

73. Resolve ADD issues. D-3   
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Behavior/Activity: Manage recruitment and hiring activities 

Competency: Planning & Organizing (C20); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Assess staffing requirements. D-3   

75. Establish wages for local hires based on local prevailing wage 
information. D-3   

76. Ensure that local hire job order requests are placed with the 
Department of Labor Job Services or alternative sources. D-3   

77. Oversee the evaluation of resumes/applications against job order 
requirements to determine eligibility. D-3   

78. Monitor the selection of local hire applicants from the requesting 
authority. D-3   

79. Monitor the pending notification report of applicants’ suitability 
from Security. D-3   

80. Complete quality control review of transmittal for completeness 
and forward to DRM for signature. D-3   

81. Complete quality control review of completed local hire package 
for accuracy and completeness. D-3   

82. Coordinate with the Region for input of employee data into ADD 
and/or WebTA. D-3   

83. Review and sign off on the completed SF-52 (Notice of Personnel 
Action) forms. D-3   

• Extensions of appointment 
• Name change 
• Position and salary change 
• Notice of termination 

   

    

Behavior/Activity: Manage administrative duties 

Competency: Planning & Organizing (C20); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Draft and send the Administrative Memorandum to the Federal 
Coordinating Officer (FCO) for approval. D-3   

85. Coordinate with the F&A Section Chief to develop the signature 
authority. D-3   
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86. Draft a request to extend the premium pay cap waiver when 
directed. D-3   

87. Ensure that performance appraisals are forwarded to disaster 
assistance employee’s Cadre Manager or designee. D-3   

88. Ensure the accuracy of data entered on the Application for Waiver 
of Civilian/Military Annuity Reduction (FEMA Form 30-64). D-3   

89. Monitor the running list of annuitants not to exceed (NTE) 120 
days. D-3   

90. Support the Safety Officer with Office of Workers’ Compensation 
Program (OWCP) forms for the Region. D-3   

    

Behavior/Activity: Coordinate the local hire orientation 

Competency: Knowledge of Program & Technical Protocols (C15); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Schedule the local hire orientation in coordination with the 
Training Unit. D-3   

92. Notify attendees of the orientation date. D-3   

93. Conduct the local hire orientation as needed. D-3   

94. Coordinate and assist with the local hire orientation following the 
oath of office. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

95. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. D-3   

96. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. D-3   

97. Exhibit appropriate public stewardship of taxpayer dollars. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

98. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

99. Explain how the unit’s assignments fit into the context of the 
bigger picture. D-3   

100. Establish work assignments and set priorities. D-3   

101. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

102. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

103. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

104. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

105. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

106. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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107. Create a work environment that provides mutual respect and equal 
opportunity for all Unit personnel. D-3   

108. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

109. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

110. Negotiate the time of transition. D-3   

111. Provide for adequate overlap to ensure efficient transfer of duties. D-3   

112. Brief replacement on current situation. D-3   

113. Ensure that appropriate information is up-to-date. D-3   

• Accurate 
• Special issues/concerns 

   

114. Ensure that an effective transition of duties is accomplished. D-3   

115. Notify immediate supervisor when the transition is complete. D-3   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

116. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

117. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

118. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

119. Obtain performance appraisal from supervisor. D-3   

120. Report to the Training Unit upon completion of training 
assignment. D-3   

121. Make return travel arrangements. D-3   

122. Prepare the final travel voucher. D-3   

123. Return accountable property to the Accountable Property Office 
(APO). D-3   

124. Submit final timesheet, appraisal form, and travel voucher. D-3   

125. Check out with the Automated Deployment Database (ADD). D-3   

126. Check out with the IT Service Manager in the Communication 
Unit. D-3   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

 Human Resources Unit Leader (HRUL) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Human Resources Unit Leader (HRUL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

 Human Resources Unit Leader (HRUL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HR Recruiting and Hiring Specialist (RHSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. D-3   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. D-3   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” D-3   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. D-3   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. D-3   

6. Report to the Training Unit to check in as a trainee. D-3   
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7. Obtain additional job-required equipment or supplies. D-3   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). D-3   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. D-3   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. D-3   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. D-3   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. D-3   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Demonstrate professional and appropriate verbal communication 
consistently. D-3   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

15. Demonstrate professional and appropriate non-verbal 
communication consistently. D-3   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

16. Ask clarifying questions to ensure accurate understanding of 
directions. D-3   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

17. Share current information with co-workers and immediate 
supervisor. D-3   

18. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Recognize potentially hazardous situations and report them to 
immediate supervisor. D-3   

20. Advise co-workers of potentially hazardous situations where 
appropriate. D-3   

21. Use personal protective equipment (PPE) when issued. D-3   

22. Safeguard property and equipment. D-3   

23. Provide current information for the call-down roster. D-3   

    

Behavior/Activity: Maintain the confidentiality of appropriate Human Resources (HR) information 

Competency: Attention to Detail (C3) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Ensure compliance with Privacy Act requirements to maintain the 
confidentially of all HR documents including personal notes. D-3   

• Cover sheets 
• Locked computers 
• Locked file cabinet 

   

25. Ensure the confidentially of all verbal conversations pertaining to 
HR information. D-3   

    

Behavior/Activity: Conduct activities to recruit and hire temporary intermittent appointments locally 

Competency: Knowledge of Program & Technical Protocols (C15); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Gather, review, and organize local hire job order requests from 
requesting authority. D-3   

• By date needed 
• By program or functional area 
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27. Research and compile information regarding the availability of 
local hires. D-3   

• Department of Labor 
• College placement offices 
• Employment offices 
• Local salaries 

   

28. Place local hire job order requests with the Department of Labor 
Job Services or alternative sources. D-3   

29. Retrieve and log all applicant resumes/applications. D-3   

30. Evaluate resumes/applications against job order requirements to 
determine eligibility. D-3   

31. Provide copies of resumes/applications to the requesting authority. D-3   

32. Schedule applicant interviews in coordination with requesting 
authority. D-3   

33. Schedule interview with applicants. D-3   

34. Confirm interviewing schedule with the requesting authority. D-3   

35. Receive selection from the requesting authority. D-3   

36. Explain hiring process and job requirements (Selection Certificate 
Form) to applicants during interview scheduling. D-3   

37. Escort applicant, with required forms, to security for 
fingerprinting. D-3   

    
Behavior/Activity: Process selected local hires 

Competency: Attention to Detail (C3); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Contact applicant with job offer once suitability to hire has been 
determined.  D-3   

39. Compile the local hire package per the standard local hire 
checklist. D-3   

40. Provide selected applicant with the local hire package to complete. D-3   

41. Provide guidance to applicant for completing the local hire 
package. D-3   

42. Review the completed local hire package with the applicant. D-3   

43. Escort the new local hire to the Security Office to be badged, after 
the oath of office is administered. D-3   
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Behavior/Activity: Perform administrative duties in support of hiring  

Competency: Attention to Detail (C3) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Review the local hire package for accuracy and completeness. D-3   

45. Transcribe appropriate information from the local hire package to 
the local hire transmittal form. D-3   

46. Submit the completed new hire package to immediate supervisor 
for quality control. D-3   

47. Submit the Disaster Recovery Manager (DRM)-signed local hire 
transmittal form and direct deposit to Human Capital. D-3   

48. Make copy of completed local hire package for unofficial Joint 
Field Office (JFO) file. D-3   

• Create unofficial personnel files    

49. Maintain local hire not-to-exceed (NTE) log. D-3   

50. Mail original local hire package to Human Capital. D-3   

51. Prepare and process selection referral list for Automated 
Deployment Database (ADD) and Web Time and Attendance 
(WebTA). 

D-3 
  

52. Prepare the Request for Personnel Action (Standard Form 52) 
forms. D-3   

• Extensions of Appointment 
• Name change 
• Position and salary change 
• Notice of termination 

   

    
Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. D-3   

54. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

D-3 
  

55. Exhibit appropriate public stewardship of taxpayer dollars. D-3   
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Obtain the time of transition from immediate supervisor. D-3   

57. Identify appropriate information needed for transition of duties. D-3   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

58. Notify immediate supervisor when transition is complete. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

59. Obtain performance appraisal from supervisor. D-3   

60. Report to the Training Unit upon completion of training 
assignment. D-3   

61. Make return travel arrangements. D-3   

62. Prepare the final travel voucher. D-3   

63. Return accountable property to the Accountable Property Office 
(APO). D-3   

64. Submit final timesheet, appraisal form, and travel voucher. D-3   

65. Check out with the Automated Deployment Database (ADD). D-3   

66. Check out with the IT Service Manager in the Communication 
Unit. D-3   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HR Recruiting and Hiring Specialist (RHSP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HR Recruiting and Hiring Specialist (RHSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HR Recruiting and Hiring Specialist (RHSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

HR Time and Attendance Specialist (TMSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. D-3   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. D-3   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” D-3   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. D-3   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. D-3   

6. Report to the Training Unit to check in as a trainee. D-3   
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7. Obtain additional job-required equipment or supplies. D-3   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). D-3   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. D-3   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. D-3   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. D-3   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. D-3   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Demonstrate professional and appropriate verbal communication 
consistently. D-3   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

15. Demonstrate professional and appropriate non-verbal 
communication consistently. D-3   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

16. Ask clarifying questions to ensure accurate understanding of 
directions. D-3   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

17. Share current information with co-workers and immediate 
supervisor. D-3   

18. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Recognize potentially hazardous situations and report them to 
immediate supervisor. D-3   

20. Advise co-workers of potentially hazardous situations where 
appropriate. D-3   

21. Use personal protective equipment (PPE) when issued. D-3   

22. Safeguard property and equipment. D-3   

23. Provide current information for the call-down roster. D-3   

    

Behavior/Activity: Maintain the confidentiality of appropriate Human Resources (HR) information 

Competency: Attention to Detail (C3) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Ensure compliance with Privacy Act requirements to maintain the 
confidentially of all HR documents including personal notes. D-3   

• Cover sheets 
• Locked computers 
• Locked file cabinet 

   

25. Ensure the confidentially of all verbal conversations pertaining to 
HR information. D-3   

    

Behavior/Activity: Perform time and attendance (T&A) operations 

Competency: Attention to Detail (C3); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Assist with the set-up of payroll operations. D-3   

• Locking file cabinets 
• Office supplies 

   

27. Collect and file the Overtime Work Justification, Authorization 
And Certification (FEMA Form 253-2-1) at the beginning of the 
pay period. 

D-3  
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28. Provide to the Command and General Staff or their designee a list 
of employees for timesheet submission during the second week of 
the pay period. 

D-3 
  

29. Collect, review, and calculate timesheets from disaster employees. D-3   

30. Compare T&A information with the Automated Deployment 
Database (ADD) staffing report, ensuring a timesheet for every 
disaster employee. 

D-3 
  

31. Check the timesheet for accuracy. D-3   

• Pay period 
• Employee signature 
• Supervisor signature—cross-check with signature authority matrix 
• Accounting code 
• Sick leave (SF-71) 
• Holiday pay 
• Overtime 

   

32. Forward alphabetized timesheets to the appropriate timekeeper at 
the Regions and other FEMA facilities. D-3   

33. Compile a bi-weekly overtime report for the Finance and 
Administration (F&A) Chief. D-3   

34. Process corrected/amended timesheets. D-3   

35. Troubleshoot pay issues. D-3   

• No pay 
• Partial payment 
• Web Time and Attendance (WebTA) password 
• Bank 

   

36. Record the actual overtime hours on FEMA Form 30-7. D-3   

    

Behavior/Activity: Perform administrative duties in support of the time and attendance process 

Competency: Attention to Detail (C3); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Provide WebTA training as directed. D-3   

• Coordinate with the Training Unit 
• Individual training 
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38. Make sure that forms are on the forms table. D-3   

• Payroll labels 
• Payroll calendar 
• Sick leave 

   

39. Create folders and accurately file timesheets by Region and pay 
period. D-3   

40. Prepare fax cover sheets with the updated agency timekeeper list. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. D-3   

42. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

D-3 
  

43. Exhibit appropriate public stewardship of taxpayer dollars. D-3   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Obtain the time of transition from immediate supervisor. D-3   

45. Identify appropriate information needed for transition of duties. D-3   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

46. Notify immediate supervisor when transition is complete. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Obtain performance appraisal from supervisor. D-3   

48. Report to the Training Unit upon completion of training 
assignment. D-3   

49. Make return travel arrangements. D-3   

50. Prepare the final travel voucher. D-3   

51. Return accountable property to the Accountable Property Office 
(APO). D-3   

52. Submit final timesheet, appraisal form, and travel voucher. D-3   

53. Check out with the Automated Deployment Database (ADD). D-3   

54. Check out with the IT Service Manager in the Communication 
Unit. D-3   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

HR Time and Attendance Specialist (TMSP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

HR Time and Attendance Specialist (TMSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

HR Time and Attendance Specialist (TMSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  
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Applicant Services Crew Leader (ASCL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 

  



APPLICANT SERVICES CREW LEADER (ASCL) 21 November 2011 

2 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Individual Assistance (IA) Tool Box 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport (required for Territory Travel) 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 
• Iron Key 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any necessary organizational adjustments. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   

35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    
Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 
Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 
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38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Hold personnel accountable for the execution of assigned tasks. D-3   

41. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

42. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

43. Request additional resources or release surplus resources. D-3   

44. Address logistical problems that subordinates report. D-3   

45. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

46. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

47. Keep assigned personnel informed of changes. D-3   

48. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

49. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

51. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

52. Establish work assignments and set priorities. D-3   

53. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

54. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

55. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

56. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

57. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

58. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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59. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

60. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

61. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

63. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

64. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Recommend, supervise, and respond to individual applicant case inquiries and provide 
Individual Assistance (IA) programs such as DRC, CR outreach, Congressional inquiries  

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Supervise personnel providing program specific information to 
registrants/applicants. D-3   

66. Supervise personnel researching applicant cases that are referred to 
Applicant Assistance. D-3   

67. Communicate with applicants, discuss case status to confirm they 
understand the disaster assistance programs process, and provide 
current status of their case. 

D-3 
  

68. Demonstrate active listening skills to ensure applicant receives full 
range of required services: D-3   

• Show empathy 
• Listen to their story 
• Control the interview 
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69. Request and review additional information and/or documentation 
from the applicant and verify information is complete and 
appropriate. 

D-3 
  

70. Verify applicant information in the National Emergency 
Management Information System (NEMIS). D-3   

71. Record contacts/comments in NEMIS ensuring entries are concise, 
complete and accurate. D-3   

72. Provide applicants with appropriate referrals. D-3   

• Other Federal Agencies 
• State 
• Local 
• Voluntary organizations 
• Faith based organizations 

   

73. Monitor NEMIS to ensure documents have been scanned into file 
and additional action is taken when necessary. D-3   

74. Provide information regarding IA programs to internal and external 
partners. D-3   

75. Review IA cases to identify trends, prepare reports, and report 
results to immediate supervisor and other and others as assigned. D-3   

76. Identify areas requiring housing resources, if applicable, and 
ensure needs are appropriately documented. D-3   

    

Behavior/Activity: Demonstrate proficiency in program specific tasks at the JFO or DRC 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

77. Demonstrate the ability to thoroughly review cases in NEMIS and 
identify issues that need to be addressed. D-3   

78. Address case-specific issues discovered through NEMIS and 
recommend courses of action. D-3   
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79. Initiate program-specific calls through the use of call-down lists. D-3   

• Insured applicants 
• Multi-family access 
• Ineligible applicants 
• Withdrawn applicants 
• Special needs applicants 
• Applicants requiring housing resources/ potential direct Housing pre-

placement interviews 
• Elderly 
• Functional needs 
• Accessibility 

   

80. Locate and verify available alternate housing resources and record 
in NEMIS. D-3   

81. Review potential Housing Replacement cases, prepare supporting 
documentation and forward to supervisor for further action. D-3   

82. Explain current IA program guidelines and policies, including 
disaster-specific procedures regarding the Pre Placement Interview 
(PPI) process. 

E 
  

83. Notify immediate supervisor of identified disaster specific trends, 
issues, and/or recommended causes of action.  D-3   

    

Behavior/Activity: Coordinate with immediate supervisor to implement Applicant Services Program 
activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Review Disaster Processing Procedures (DPP) and identify 
disaster-specific issues that may require changes to the DPP as 
written. 

D-3 
  

85. Review and make recommendations on disaster-specific issues, 
with immediate supervisor. D-3   

• Inspection process 
• Case processing 
• Forms or delivery of assistance 

   

86. Review Inspection Guidelines, participate in Contractor’s Pre-
Briefing. D-3   
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87. Obtain disaster-specific authorization from immediate supervisor 
for reports access and disseminate to authorized personnel. D-3   

• InfoView 
• NEMIS 
• NACS 
• RIMS 
• HSIN 

   

88. Coordinate with immediate supervisor to conduct a needs 
assessment on rental resources in a geographical area. D-3   

    

Behavior/Activity: Maintain communication with NPSC, State, Other Federal Agencies (OFA), and DRCs 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Inform immediate supervisor of emerging housing issues. D-3   

90. Submit in a timely manner situation reports and action planning 
input. D-3   

91. Maintain regular communication with Other Federal Agencies 
(OFAs), and State/Tribal partners to avoid duplication of 
assistance and to identify trends and emerging issues. 

D-3 
  

• Small Business Administration (SBA) 
• United States Department of Agriculture (USDA) Rural Development 
• JFO Partners 
• HHS 
• ACF 

   

92. Communicate and coordinate with the NPSC Liaison and 
Inspection Services Coordinator (ISC). D-3   

93. Coordinate with the ISC to ensure that inspections are accurate and 
timely, and that inspectors are aware of disaster-specific issues that 
may affect their safety, security, and/or performance. 

D-3 
  

94. Coordinate with NPSC Liaison to provide input for Pre-Shift 
notices regarding disaster-specific issues and/or trends. D-3   

95. Track and resolve Housing -related issues referred by partners. D-3   
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Behavior/Activity: Oversee implementation and management of Applicant Services staff 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

96. Monitor IA Program Status reports to ensure that assistance is 
provided in a consistent and timely manner. D-3   

97. Ensure that significant issues are brought to the attention of 
immediate supervisor. D-3   

• Policy 
• Case processing delays/mistakes 
• Proposed solutions 

   

98. Conduct regular meetings with staff. D-3   

• Current program status 
• Milestones 
• Obstacles 
• Trends 
• Staffing issues 

   

99. Coordinate with the Voluntary Agency function to ensure 
applicants receiving maximum Individual Housing Program (IHP) 
award for Housing Assistance (HA) are appropriately referred for 
unmet needs assistance. 

D-3 
  

100. Coordinate with IA Information Management to initiate setup of 
records and files with the goal of transitioning complete and well-
organized HA records to the appropriate Region. 

 D-3 
  

101. Brief staff members on the Incident Action Plan and information 
received from meetings. D-3   

102. Maintain official records and files for each component of 
Applicant Services. D-3   

    
Behavior/Activity: Provide required reports 
Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

103. Obtain periodic status reports from staff and partners. D-3   

• SBA 
• HUD 
• USDA 
• HHS 
• ACF 
• PDL 
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104. Provide situation report and action planning information to IA 
Information Management. D-3   

105. Provide situation updates to immediate supervisor in preparation 
for FCO Briefings. D-3   

106. Maintain Activity Log (ICS 214). D-3   

    

Behavior/Activity: Close the Applicant Services program and transition to the Regional Office 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

107. Coordinate with immediate supervisor to develop and carry out a 
rightsizing plan to ensure that all Applicant Services functions are 
adequately staffed. 

D-3 
  

108. Monitor staff levels and provide release information to staff in a 
timely manner. D-3   

109. Prepare a transition memo to immediate supervisor that includes 
up-to-date Applicant Services status at the time of transition. D-3   

110. Coordinate with IA Information Management to prepare and 
package Applicant Services files for transition to the Regional 
Office, in accordance with instructions from immediate supervisor. 

D-3 
  

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

111. Negotiate the time of transition. I   

112. Provide for adequate overlap to ensure efficient transfer of duties. I   

113. Brief replacement on current situation. I   

114. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

115. Ensure that an effective transition of duties is accomplished. I   

116. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

117. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

118. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

119. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

120. Obtain performance appraisal from supervisor. I   

121. Report to the Training Unit upon completion of training 
assignment. I   

122. Make return travel arrangements. I   

123. Prepare the final travel voucher. I   

124. Return accountable property to the Accountable Property Office 
(APO). I   

125. Submit final timesheet, appraisal form, and travel voucher. I   

126. Check out with the Automated Deployment Database (ADD). I   

127. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Applicant Services Crew Leader (ASCL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Applicant Services Crew Leader (ASCL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Applicant Services Crew Leader (ASCL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Applicant Services Program Specialist (ASSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 



APPLICANT SERVICES PROGRAM SPECIALIST (ASSP) 21 November 2011 

4 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 
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22. Share current information with co-workers and immediate 
supervisor. D-3   

23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Respond to individual applicant case inquiries and provide information on Individual 
Assistance (IA) programs such as DRC, CR Outreach, Congressional inquiries 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Research applicant cases that are referred to Applicant Assistance. D-3   

28. Speak directly with applicants, discuss their case status and 
confirm that they understand the assistance process and the current 
status of their case. 

D-3 
  

29. Demonstrate active listening skills to ensure applicant receives full 
range of required services. D-3   

• Show empathy 
• Listen to their story 
• Control the interview 
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30. Communicate with applicants, discuss case status and confirm they 
understand disaster assistance programs and the process and 
provide current status of their case. 

D-3 
  

31. Demonstrate active listening skills to ensure applicant receives full 
range of required services. D-3   

• Show empathy 
• Listen to their story 
• Control the interview 

   

32. Request and review additional information and/or documentation 
from the applicant and verify information is complete and 
appropriate. 

D-3 
  

33. Verify applicant information in the National Emergency 
Management Information System (NEMIS). D-3   

34. Record contacts/comments in NEMIS ensuring entries are concise, 
complete and accurate. D-3   

35. Provide applicants with appropriate referrals. D-3   

• Other Federal Agencies 
• State 
• Local 
• Voluntary organizations 
• Faith based organizations 

   

36. Monitor NEMIS to ensure documents have been scanned into file 
and additional action is taken when necessary. D-3   

37. Provide information regarding IA programs to internal and external 
partners. D-3   

38. Communicate trends and/or issues to immediate supervisor. D-3   

    

Behavior/Activity: Demonstrate proficiency in program-specific tasks 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Demonstrate the ability to thoroughly review cases in NEMIS, 
identify issues that need to be addressed, and make necessary 
changes to data as authorized. 

D-3 
  

40. Initiate program-specific calls through the use of call-down lists. D-3   

• Insured applicants 
• Multi-family access 
• Ineligibles 
• Elderly 
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41. Locate and verify available alternate housing resources and record 
in NEMIS. D-3   

42. Review Housing Replacement case requests, prepare supporting 
documentation and forward to supervisor for further action. D-3   

43. Demonstrate knowledge of current IA program guidelines and 
policies, including disaster-specific procedures regarding the Pre 
Placement Interview (PPI) process. 

E 
  

44. Communicate with applicants, discuss case status and confirm they 
understand disaster assistance programs and eligibility. D-3   

45. Communicate trends and/or issues to immediate supervisor. D-3   

    

Behavior/Activity: Seek opportunities for professional development  

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Participate in ongoing training and professional development 
opportunities to enhance required skill sets and credentialing 
proficiency. 

D-3 
  

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Obtain the time of transition from immediate supervisor. I   

48. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

49. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Obtain performance appraisal from supervisor. I   

51. Report to the Training Unit upon completion of training 
assignment. I   

52. Make return travel arrangements. I   

53. Prepare the final travel voucher. I   

54. Return accountable property to the Accountable Property Office 
(APO). I   

55. Submit final timesheet, appraisal form, and travel voucher. I   

56. Check out with the Automated Deployment Database (ADD). I   

57. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Applicant Services Program Specialist (ASSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 



21 November 2011 APPLICANT SERVICES PROGRAM SPECIALIST (ASSP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 15 

Evaluation Record 

 
TRAINEE NAME 

Applicant Services Program Specialist (ASSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Applicant Services Program Specialist (ASSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

CC/DUA/DLS Specialist (CDSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   

23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Establish and maintain strategic partnerships 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Establish and maintain contact with the Headquarters (HQ) 
Community Services Program Specialist to request technical 
assistance. 

D-3 
  

28. Establish contact and maintain coordination with the CMHS 
Project Officer and the State Disaster Behavioral Health 
Coordinator or designee throughout the process. 

D-3 
  

29. Contact the Department of Labor (DOL) Regional Coordinator for 
Disaster Unemployment Assistance (DUA). D-3   

• Notify of the declaration 
• Provide updates, including add-on counties 
• Coordinate announcement with External Affairs – Press Release 

   

30. Contact Disaster Legal Services (DLS) National Director to obtain 
contact information for the Young Lawyers Division (YLD) 
District Representative. 

D-3 
  

• Notify of the declaration 
• Provide updates, including add-on counties 

   

31. Coordinate with Disaster Recovery Center (DRC) management to 
determine level of participation of CC/DUA/DLS in DRC 
operations. 

D-3 
  

    

Behavior/Activity: Initiate Immediate Services Program (ISP) activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Coordinate with the CMHS Project Officer and the State to 
determine whether they intend to submit an ISP application. D-3   

33. Provide disaster-specific information to the State to assist in the 
writing of their application. D-3   

34. Assist the State in the ISP application process. D-3   

• Inform the State of required deadlines, 14 days from the date of 
declaration 

• Provide technical support 
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35. Review ISP application. D-3   

• Provide a copy of the application to the CMHS Project Officer for 
review 

• Discuss recommendations with CMHS Project Officer 
• Provide recommendations to the State 

   

36. Coordinate approval/denial with the immediate supervisor. D-3   

• Provide recommendation for approval or denial 
• Prepare the ISP approval/denial letter for Federal Coordinating 

Officer/Disaster Recovery Manager (FCO/DRM) signature and 
coordinate through immediate supervisor 

   

37. Ensure that program start up is accomplished. D-3   

• Coordinate press release with External Affairs to announce designated 
counties listed in the CCP grant 

• Provide crisis counseling hotline phone number to appropriate internal 
and external partners 

• Provide Individual Assistance (IA) overview training for crisis 
counselors 

   

    

Behavior/Activity: Monitor ISP activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Participate with State Crisis Counseling Program (CCP) managers 
in site visits and meetings to ensure appropriate delivery of 
program services. 

D-3 
  

• DRCs 
• County Mental Health Offices 
• Debriefings for crisis counselors 

   

39. Prepare summary of meetings and site visits in coordination with 
immediate supervisor, and provide copies to CMHS Project 
Officer and HQ Program Specialist. 

D-3 
  

40. Create and maintain the ISP file. D-3   

• Include a copy of the ISP application and related correspondence 
• Keep copies of meeting and site visit summaries 

   

41. Serve as subject-matter expert on CCP. D-3   

• Provide briefing to internal and external partners regarding CCP    
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Behavior/Activity: Initiate Regular Services Program (RSP) 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Coordinate with the CMHS Project Officer, the HQ Program 
Specialist, and the State to determine whether they intend to 
submit an RSP application. 

D-3 
  

43. Provide disaster-specific information to the State to assist in the 
writing of their application. D-3   

44. Assist the State in the RSP application process D-3   

• Inform the State of required deadlines 
• Support the State in determining the need for an RSP 
• Provide technical support 

   

45. Review RSP application to ensure all required elements have been 
submitted. D-3   

46. Submit the completed application to CMHS Project Officer and 
FEMA HQ Program Specialist with a cover letter to CMHS 
requesting that the application be reviewed. 

D-3 
  

47. Create and maintain the RSP file. D-3   

• Include a copy of the RSP application and related correspondence    

48. Participate in a formal review of the application, in collaboration 
with the CMHS Project Officer and the FEMA HQ Program 
Specialist, via conference call 

D-3 
  

49. Finalize approval/denial of RSP application. D-3   

• Confirm all recommendations and/or conditions have been incorporated 
in CMHS recommendation letter 

• Ensure that funds are made available under fund code 2504 

   

50. Prepare the RSP letter for FCO/DRM signature and coordinate 
through immediate supervisor. D-3   

51. Ensure that program start-up is accomplished. D-3   

• Verify the crisis counseling hotline phone number is current and 
distributed to IA staff, when applicable 

• Provide IA overview during required RSP training 
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Behavior/Activity: Initiate Disaster Unemployment Assistance (DUA) activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Review DUA announcements for accuracy. D-3   

53. Review State funding request from DOL Regional Coordinator and 
notify the FEMA HQ Program Specialist. D-3   

54. Ensure that funds are made available. D-3   

55. Prepare a memo from the FCO/DRM to the HQ IA Assistant 
Administrator requesting that an obligation be made. D-3   

• Coordinate signature through immediate supervisor    

Behavior/Activity: Monitor DUA activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Maintain communication with the DOL Regional Coordinator to 
track program activities. D-3   

57. Create and maintain the DUA file. D-3   

• Include a copy of all correspondence    

58. Serve as subject-matter expert on DUA. D-3   

• Provide briefing to internal and external partners regarding DUA    

    

Behavior/Activity: Initiate Disaster Legal Services (DLS) activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

59. Consult with the YLD District Representative to determine the 
need to activate DLS. D-3   

• Discuss hotline setup and number    

60. Prepare the “Intent to Implement” letter from the FCO/DRM to the 
DLS National Director. D-3   

• Include a copy of the FEMA Notification of Declaration 
• Send signed original to the DLS National Director 
• Send copy to the HQ Program Specialist and YLD District 

Representative 
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61. Ensure that funds are made available. D-3   

• Send copy of Requisition and Commitment for Services and Supplies 
(FEMA From 40-01) to ABA Finance Administrator and HQ Program 
Specialist 

   

62. Prepare an “Initial Funding Obligation” letter from the FCO/DRM 
to the DLS National Director notifying that funds are available for 
the DLS Program. 

D-3 
  

• Coordinate signature through immediate supervisor    

63. Provide DLS hotline phone number to all appropriate internal and 
external partners. D-3   

    

Behavior/Activity: Monitor DLS activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain communication with the YLD District Representative to 
track program activities. D-3   

• Review the DLS summary sheets as provided by the YLD District 
Representative 

• Review the DRC reports for referrals to DLS 

   

65. Create and maintain a DLS file including copies of funding letters, 
documents, and FEMA Form 40-01. D-3   

66. Serve as subject-matter expert on DLS. D-3   

• Provide briefing to internal and external partners regarding DLS    

    

Behavior/Activity: Seek opportunities for professional development 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Participate in ongoing training and professional development 
opportunities to enhance required skill sets and credentialing 
proficiency. 

D-3 
  

  



CC/DUA/DLS SPECIALIST (CDSP) 21 November 2011 

14 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

68. Obtain the time of transition from immediate supervisor. I   

69. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

70. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Obtain performance appraisal from supervisor. I   

72. Report to the Training Unit upon completion of training 
assignment. I   

73. Make return travel arrangements. I   

74. Prepare the final travel voucher. I   

75. Return accountable property to the Accountable Property Office 
(APO). I   

76. Submit final timesheet, appraisal form, and travel voucher. I   

77. Check out with the Automated Deployment Database (ADD). I   

78. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 

  



CC/DUA/DLS SPECIALIST (CDSP) 21 November 2011 

16 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Evaluation Record 

 
TRAINEE NAME 

CC/DUA/DLS Specialist (CDSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

CC/DUA/DLS Specialist (CDSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

CC/DUA/DLS Specialist (CDSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Direct Housing Group Supervisor (DHGS) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. E   

6. Obtain agency identification (badge) or other government-issued 
identifications. E   
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7. Obtain additional job-required equipment or supplies. E   

• Computer 
• Cellular, desk phone, satellite phone, radio, etc. 
• Handheld GPS, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 
• Obtain current Incident Action Plan (IAP), if available 
• Obtain schedule of appropriate meetings or conference calls 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current state and local 

priorities 
• Reporting requirements of the branches (essential elements of 

information [EEI]) 

   

11. Identify topics, issues and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

24. Notify the Safety Officer of any accidents. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

• Incident objectives 
• Coordination needs at the division level 
• Coordination needs at the state and local level 

   

26. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

27. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

28. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

29. Make any necessary organizational adjustments. D-3   

30. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

31. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    
Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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33. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

34. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

35. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

36. Share current information with co-workers and immediate 
supervisor. D-3   

37. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Participate in the action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Coordinate with the program’s Branch Director to prepare for the 
Operations Tactics meeting. D-3   

39. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-3   

40. Ensure that task descriptions provide clear, concise direction and 
performance expectations that support the incident objectives. D-3   
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41. Ensure that accurate operational information is included on the ICS 
215. D-3   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

42. Attend the Operations Tactics meeting if requested. D-3   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Attend scheduled Briefings as required (may be via conference 
call). D-3   

44. Conduct the Operations briefing for group personnel in person 
and/or remotely (e.g., conference call) and check for 
understanding. 

D-3 
  

• Discuss special safety considerations or hazards situations 
• Incident facilities, types, and location 
• Review the incident objectives 
• Review the current situation 
• Brief the Task Force Leaders, Crew Leaders, assigned managers, and 

group supervisors on their assignments 
• Discuss special safety considerations or situations 
• Brief on changes to the approved IAP if necessary 

   

45. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

46. Brief immediate supervisor on results of debriefings. D-3   

  



21 November 2011 DIRECT HOUSING GROUP SUPERVISOR (DHGS) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 11 

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

48. Hold personnel accountable for the execution of assigned tasks. D-3   

49. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

50. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

51. Consult with affected program areas on plans to re-task resources 
with the division, based on local operational requirements. D-3   

52. Request additional resources or release surplus resources. D-3   

53. Address logistical problems that subordinates report. D-3   

54. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

55. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

56. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

57. Keep assigned personnel informed of changes. D-3   

58. Notify immediate supervisor of unit personnel status changes when 
they occur. D-3   

59. Make recommendations for next operational period to immediate 
supervisor. D-3   

60. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

61. Foster teamwork and emphasize a unified approach. D-3   
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Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Ensure that local officials are receiving the necessary information 
and support in accordance with the Stafford Act. D-3   

63. Ensure that FEMA is hearing the concerns of local officials. D-3   

64. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-3   

65. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

66. Share critical information, tactics, and contingency plans with 
state, tribal, and local officials. D-3   

67. Take early action to mitigate or resolve coordination issues. D-3   

68. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

69. Foster teamwork and emphasize a unified approach. D-3   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

71. Explain how the unit’s assignments fit into the context of the 
bigger picture. D-3   
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72. Establish work assignments and set priorities. D-3   

73. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

74. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

75. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

76. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

77. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

78. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

79. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

80. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

82. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

83. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Perform direct housing planning and coordination activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Coordinate with the Individual Assistance Branch Director 
(IABD), IA Housing function, State-Led Disaster Housing Task 
Force and Mission Planning Team to develop a Housing Plan that 
evaluates the need for a direct housing mission. 

D-2 
  

85. Coordinate with the IABD, IA Housing function, and State-Led 
Disaster Housing Task Force to establish implementation plan for 
Direct Housing portion of the overall Housing Plan. 

D-2 
  

86. Identify actions needed to ensure functional needs populations, 
limited English proficiency populations and other identified special 
needs populations receive accommodations which meet their 
needs. 

D-2 
  

87. Assess requirements for temporary housing units. D-2   

88. Identify THU supply chain requirements (i.e. number and type of 
units required from national storage, new procurements, and 
staging) 

D-2 
  

89. Identify environmental, floodplain management, and historic site 
preservation requirements D-2   

90. Verify state and/or local codes, ordinances, installation, and 
inspection requirements have been identified by Crew Leader and 
negotiate waivers as necessary 

D-2 
  

91. Verify that all steps identified within the DARAC setup checklist 
are completed D-2   

    

Behavior/Activity: Ensure that the Direct Housing mission is funded 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Coordinate with the IA Branch Director to ensure that initial Direct 
Housing allocations have been approved. D-2   

93. Initiate Requisition and Commitment for Services and Supplies 
(FEMA Form 40-01) to obligate funds, when appropriate. D-2   

94. Monitor funding requirements and notify IABD if adjustments are 
required. D-2   
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Behavior/Activity: Perform oversight and coordination of Direct Housing related contract actions. 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

95. Define contract support requirements of the Direct Housing 
Mission. D-2   

96. Monitor the procurement of direct housing related contracts. D-2   

97. Verify that market research is performed for all direct housing 
related procurements. D-2   

98. Verify that all direct housing contracts include a Quality Assurance 
Surveillance Plan. D-2   

99. Verify that COTRs are reviewing and adjudicating invoices within 
the required timeframe. D-2   

100. Verify that COTRs maintain adequate contract files. D-2   

101. Verify that COTRs have created and are maintaining a burn rate 
spreadsheet to track obligated and expended funds per Contract 
Line Item Number (CLIN). 

D-2 
  

102. Coordinate with IA COTR personnel to ensure all direct housing 
contracts are in compliance with Federal and local environmental, 
accessibility, floodplain management, and historic site preservation 
laws, regulations, and requirements. 

D-2 
  

103. Ensure that COTRs resolve issues and problems involving delivery 
of contracted Direct Housing services (e.g., installation, 
maintenance, and deactivation) in a timely manner. 

D-2 
  

104. Ensure that COTRs de-obligate excess funds from contracts prior 
to initiating the closeout process. D-2   

105. Ensure that IA COTR personnel initiate close out process utilizing 
the COTR’s closeout checklist. D-2   
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Behavior/Activity: Oversee the delivery and installation of Temporary Housing Units 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

106. Verify that all required DARAC processing is being completed and 
that all required documentation is captured within the system of 
record. 

D-2 
  

107. Coordinate with the IA Housing function and/or National 
Processing Service Center (NPSC) to ensure that eligible 
applicants are identified for appropriate Direct Housing units 
during the Pre-Placement Interview (PPI) process. 

D-2 
  

108. Verify that Crew Leaders have coordinated with State and Local 
Governments to identify and expedite permit and inspection 
processes. 

D-2 
  

109. Ensure temporary housing unit installation activities are 
coordinated with electrical utility companies. D-2   

110. Monitor performance metrics for the identification, expansion, 
acquisition, installation and occupancy of commercial sites if 
applicable. 

D-2 
  

111. Review and approve proposed commercial pad leases (including 
park owner’s rules) prior to forwarding to Contracting Officer for 
action. 

D-2 
  

112. Ensure that all temporary housing unit installations are compliant 
with applicable floodplain management, environmental and 
historic preservation requirements. 

D-2 
  

113. Monitor performance metrics for the inspection, installation, and 
occupancy of temporary housing units on private and commercial 
sites. 

D-2 
  

114. Verify that cost comparison and justification have been completed 
prior to initiating commercial site upgrades, if applicable. D-2   

115. Participate in Project Review Board to monitor the identification, 
selection, acquisition, design, construction, installation, and 
occupancy of group sites if applicable. 

D-2 
  

116. Review terms and conditions of Group Site property lease prior to 
forwarding to GSA / Contracting Officer for action. D-2   

117. Coordinate with the Office of Chief Counsel (OCC) as requested to 
ensure agreement and compliance with existing program 
regulations, policy, and guidance. 

D-2 
  

118. Coordinate with Logistics regarding unit disposition in 
coordination with current standard operating procedures. D-2   

119. Ensure that Direct Housing Recertification activities are conducted D-2   
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in accordance with regulations, policy, and guidance. 

120. Ensure that Lease Termination Activities are conducted in 
accordance with regulations and policy. D-2   

121. Ensure that temporary housing unit sales and donations are 
conducted in accordance with regulations and policy. D-2   

122. Coordinate with IA COTR personnel to ensure receiving reports 
for contractor invoices are complete and invoices are paid within 
14 days of receipt. 

D-2 
  

    

Behavior/Activity: Oversee Direct Housing recertification, transition, and de-mobilization activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

123. Ensure that Direct Housing Recertification activities are conducted 
per regulations, policy, and guidance. D-2   

124. Ensure that Lease Termination Activities are conducted per 
regulations and policy. D-2   

125. Ensure that temporary housing unit sales are conducted per 
regulations and policy. D-2   

126. Ensure that temporary housing unit donations are conducted per 
regulations and policy. D-2   

127. Coordinate with Logistics regarding unit disposition per standard 
operating procedures. D-2   

128. Assist with the development of a request for an extension of the 
period of assistance for the direct housing program if one is 
required. 

D-2 
  

129. Ensure that Rent Collection is initiated as required by policy and 
SOP. D-2   

130. Assist the Regional Office with the closeout of the direct housing 
program. D-2   
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Behavior/Activity: Perform information management and coordination activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

131. Obtain periodic status reports from staff and others. D-2   

132. Provide situation report information to the IA Branch Director or 
designee. D-2   

133. Provide situation updates to the IA Branch Director or designee in 
preparation for the Federal Coordinating Officer (FCO) Meeting. D-2   

134. Inform the IA Branch Director of issues, trends, and problems that 
may affect the delivery of Direct Housing assistance. D-2   

135. Analyze areas of weakness in the direct housing mission 
implementation, and develop recommendations for IA Brach 
Director and other senior staff. 

D-2 
  

    

Behavior/Activity: Act as primary point of contact for the Group 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

136. Prepare and present status and disaster-specific reports to 
immediate supervisor and State and/or Tribal partners, as 
appropriate. 

I 
  

137. Coordinate staff participation in conference calls. I   

    
Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 
Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

138. Negotiate the time of transition. I   

139. Provide for adequate overlap to ensure efficient transfer of duties. I   

140. Brief replacement on current situation. I   

141. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 
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142. Ensure that an effective transition of duties is accomplished. I   

143. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

144. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

145. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

146. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

147. Coordinate with IA Information Management to prepare and 
package Direct Housing Mission files for transition to the Regional 
Office in accordance with instructions from immediate supervisor. 

D-3 
  

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

148. Obtain performance appraisal from supervisor. I   

149. Report to the Training Unit upon completion of training 
assignment. I   

150. Make return travel arrangements. I   

151. Prepare the final travel voucher. I   

152. Return accountable property to Accountable Property Office 
(APO). I   

153. Submit final timesheet, appraisal form, and travel voucher. I   

154. Check out with the Automated Deployment Database (ADD). I   

155. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

 Direct Housing Group Supervisor (DHGS) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Direct Housing Group Supervisor (DHGS) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Direct Housing Group Supervisor (DHGS) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Direct Housing Specialist (DHSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   

23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Seek opportunities for professional development 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Participate in ongoing training and professional development 
opportunities to enhance required skill sets and credentialing 
proficiency. 

D-3 
  

    

Behavior/Activity: Perform direct housing planning activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Assist immediate supervisor with identifying available commercial 
pads/sites. D-3   

29. Contact commercial mobile home parks for information and 
provide it to the Crew Leader. D-3   

30. Assist immediate supervisor with verifying temporary housing unit 
setup permit and inspection requirements. D-3   

• Installation Permits 
• State/Local/Utility Inspections 
• Transportation Permits 

   

31. Identify potential waivers for permits and inspections. D-3   

32. Assist immediate supervisor with performing Market Research. D-3   

33. Assist immediate supervisor with identifying geographical and 
logistical restraints that may affect the Direct Housing mission 
implementation. 

D-3 
  

    
Behavior/Activity: Perform direct housing field operations 
Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Interpret Flood Insurance Rate Map (FIRM) and manually 
determine whether a proposed site is within or is affected by a 
floodplain. 

E 
  

35. Create and maintain a daily field log on all assigned inspections 
and tasks. D-3   
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36. Complete Ready for Occupancy (RFO) inspections using FEMA 
form 90-24 (Ready for Occupancy Status) and FF 90-13 
(Temporary Housing Unit Inspection Report). 

D-3 
  

37. Complete a walk-through tour of the unit with the applicant, 
explaining the unit's features and the difference between the 
applicant's responsibilities and FEMA-provided maintenance’s 
responsibilities. 

D-3 
  

38. Communicate the applicant’s rights and responsibilities established 
under the FF 90-96D (Receipt For Government Property Individual 
& Household Program) and obtain Applicant’s signature. 

D-3 
  

39. Perform Move-out Inspection. D-3   

    

Behavior/Activity: Perform direct housing field operations specific to private sites 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Perform site inspections. D-3   

• Complete FEMA form 90-13 
• Complete FF 90-31 (Landowner's Authorization Ingress-Egress 

Agreement) 
• Obtain applicant signatures 
• Complete site diagram 

   

41. Assist Crew Leader with the abbreviated 8-step process for 
compliance with floodplain management regulations. D-3   

    

Behavior/Activity: Perform field operations specific to commercial sites 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Perform site inspections. D-3   

• Complete FEMA form 90-13 
• Obtain copy of park rules 
• Identify proposed pad lease costs and what services are included 
• Complete site diagram 
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Behavior/Activity: Perform field operations for group sites 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Perform land use assessments to determine feasibility of potential 
group site locations. D-3   

• Access to utilities (water, sewer, electrical, telephone) 
• Prior land use history 
• Proximity to roads 
• Access for essential services (fire/police/EMS) 
• Land owner’s proposed terms and conditions 

   

44. Assist immediate supervisor with the 8-step process for 
compliance with floodplain management regulations. D-3   

45. Assist Crew Leader with the Environmental and Historic 
Preservation requirements. D-3   

    
Behavior/Activity: Perform technical monitor function 
Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Review disaster specific contract Statement of Work and Quality 
Assurance Surveillance Plan. D-3   

47. Monitor the contract using the applicable checklist as directed by 
the Crew Leader/Contracting Officer’s Technical Representative. D-3   

48. Alert the COTR of any contractor issues that will affect the 
mission. D-3   

49. Forward the checklist daily to immediate supervisor. D-3   

50. Assist the Crew Leader with preparing Statements of Work and the 
Quality Assurance Surveillance Plans. D-3   

51. Conduct site visits of unit installations in order to verify and 
document work progress D-3   

52. Conduct site visits of Uniform Federal Accessibility Standard 
(UFAS) compliant ramp construction in order to verify and 
document work progress. 

D-3 
  

53. Conduct site visits of commercial site upgrades in order to verify 
and document work progress. D-3   

54. Conduct site visits of group sites under construction in order to 
verify and document work progress. D-3   
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55. Conduct site visits of private or commercial site deactivations in 
order to verify and document work progress. D-3   

56. Conduct site visits of group site remediation as directed in order to 
verify and document work progress. D-3   

57. Conduct site visit as directed in order to verify completion of 
major repair items. D-3   

    

Behavior/Activity: Coordinate Temporary Housing Unit Supply Chain 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

58. Serve as an onsite liaison between IA and Logistics field staff at a 
temporary housing storage site or staging area. D-3   

59. Inform the Crew Leader of THU condition and supply issues that 
may potentially impact the DHOPS mission. D-3   

60. Complete FEMA form 90-13 along with contractor and Logistics 
staff to ensure temporary housing units meet “Ready for Dispatch” 
requirements. 

D-3 
  

    

Behavior/Activity: Perform Recertification and program administration activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

61. Perform direct housing recertification. D-3   

• Complete FF 90-139 (Direct Assistance Recertification Worksheet) 
• Photograph progress on damage dwelling repairs 
• Obtain supplemental documentation from the occupant on their 

permanent housing plan progress 
• Assist occupant in identifying their “obstacles to recovery” and provide 

referrals to helping agencies 
• Ensure that DHOPs chain of command understands the obstacles and 

challenges faced by occupants 
• Coordinate with partners to provide for additional assistance in meeting 

occupant needs during recovery 
• Effectively counsel occupants as needed on their rights and 

responsibilities 
• Maintain a professional distance between occupant to ensure 

objectivity and ability to enforce policies 
• Document all interaction with applicant 
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62. Review applicant’s case in the National Emergency Management 
Information System (NEMIS) and DARAC. D-3   

63. Complete Sales to Occupants Checklist as specified the SOP. D-3   

64. Conduct on-site inspection to document the condition of the THU 
and completion of routine maintenance items. D-3   

65. Submit completed documentation to the DH Support Specialist. D-3   

66. Manage daily operations at the FEMA group site, coordinating 
grounds and unit maintenance needs, clearly communicating park 
rules to applicants. 

D-3 
  

67. Serve as the primary point of contact for external inquiries 
regarding the group site. D-3   

68. Perform inspections on sites after deactivation to ensure proper site 
restoration and document inspection results. D-3   

• Photos 
• Narrative 

   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

69. Obtain the time of transition from immediate supervisor. I   

70. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

71. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Obtain performance appraisal from supervisor. I   

73. Report to the Training Unit upon completion of training 
assignment. I   

74. Make return travel arrangements. I   

75. Prepare the final travel voucher. I   

76. Return accountable property to the Accountable Property Office 
(APO). I   

77. Submit final timesheet, appraisal form, and travel voucher. I   

78. Check out with the Automated Deployment Database (ADD). I   

79. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

 Direct Housing Specialist (DHSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Direct Housing Specialist (DHSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Direct Housing Specialist (DHSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Direct Housing Task Force Leader (DHTL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  



21 November 2011 DIRECT HOUSING TASK FORCE LEADER (DHTL) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 3 

 

1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate Forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any necessary organizational adjustments. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   

35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
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39. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
Specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Ensure that local officials are receiving the necessary information 
and support in accordance with the Stafford Act. D-3   

53. Ensure FEMA is hearing the concerns of local officials. D-3   

54. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-3   

55. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

56. Share critical information, tactics, and contingency plans with 
state, tribal, and local officials. D-3   

57. Take early action to mitigate or resolve coordination issues. D-3   

58. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

59. Foster teamwork and emphasize a unified approach. D-3   

    
Behavior/Activity: Demonstrate effective supervisory and leadership principles 
Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

60. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

61. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   
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62. Establish work assignments and set priorities. D-3   

63. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

64. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

65. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

66. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

67. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

68. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

69. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

70. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

71. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

73. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
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74. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Perform direct housing planning and coordination activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Coordinate with the IA Housing function, IA Direct Housing 
function, State-Led Disaster Housing Task Force, and Mission 
Planning Team to develop a Housing Plan that evaluates the need 
for a direct housing mission. 

D-3 
  

76. Coordinate with the, the IA Housing function, the IA Direct 
Housing function, and State-Led Disaster Housing Task Force to 
develop implementation plan for direct housing. 

D-3 
  

77. Identify actions needed to ensure functional needs populations, 
limited English proficiency populations, and other identified 
special needs populations receive accommodations which meet 
their needs. 

D-3 
  

78. Assess staffing requirements and coordinate deployment of staff. 
Identify key personnel D-3   

79. Identify THU supply chain requirements. D-3   

• Number and type of units required from national storage 
• New procurements 
• Staging 

   

80. Identify environmental, floodplain management, and historic site 
preservation coordination requirements. D-3   

81. Verify state and/or local codes, ordinances, installation, and 
inspection requirements have been identified by subordinates and 
negotiate waivers as necessary. 

D-3 
  

82. Verify that all steps identified within the DARAC setup checklist 
are completed. D-3   
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Behavior/Activity: Ensure that the Direct Housing mission is funded 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

83. Coordinate with immediate supervisor to ensure that initial Direct 
Housing allocations have been approved. D-3   

84. Initiate Requisition and Commitment for Services and Supplies 
(FEMA Form 40-01) to obligate funds, when appropriate. D-3   

85. Monitor funding requirements and notify IABD if adjustments. D-3   

    

Behavior/Activity: Perform oversight and coordination of Direct Housing related contract actions 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

86. Define contract support requirements of the Direct Housing 
Mission. D-3   

87. Monitor the procurement of direct housing related contracts. D-3   

88. Verify that market research is performed for all direct housing 
related procurements. D-3   

89. Verify that all direct housing contracts include a Quality Assurance 
Surveillance Plan. D-3   

90. Verify that IA COTRs are reviewing and adjudicating invoices 
within the required timeframe. D-3   

91. Verify that IA COTRs maintain adequate contract files. D-3   

92. Verify that IA COTRs have created and are maintaining a burn rate 
spreadsheet to track obligated and expended funds per Contract 
Line Item Number (CLIN). 

D-3 
  

93. Ensure all direct housing contracts are in compliance with Federal 
and local environmental, accessibility, floodplain management, 
and historic site preservation laws, regulations, and requirements. 

D-3 
  

94. Ensure that subordinates resolve issues and problems involving 
delivery of contracted Direct Housing services (e.g., installation, 
maintenance, and deactivation) in a timely manner. 

D-3 
  

95. Ensure that IA COTRs de-obligate excess funds from contracts 
prior to initiating the closeout process. D-3   

96. Ensure that IA COTRs initiate close out process utilizing the 
COTR’s closeout checklist. D-3   
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Behavior/Activity: Oversee the delivery and installation of Temporary Housing Units 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

97. Verify that all required DARAC processing is being completed and 
that all required documentation is captured within the system of 
record. 

D-3 
  

98. Coordinate with immediate supervisor and/or National Processing 
Service Center (NPSC) to ensure that eligible applicants are 
identified for appropriate Direct Housing units during the Pre-
Placement Interview (PPI) process. 

D-3 
  

99. Verify that subordinates have coordinated with State and Local 
Governments to identify and expedite permit and inspection 
processes. 

D-3 
  

100. Ensure temporary housing unit installation activities are 
coordinated with electrical utility companies. D-3   

101. Monitor performance metrics for the identification, expansion, 
acquisition, installation and occupancy of commercial sites if 
applicable. 

D-3 
  

102. Review and approve proposed commercial pad leases (including 
park owner’s rules) prior to forwarding to Contracting Officer for 
action. 

D-3 
  

103. Ensure that all temporary housing unit installations are compliant 
with applicable floodplain management, environmental and 
historic preservation requirements. 

D-3 
  

104. Monitor performance metrics for the inspection, installation, and 
occupancy of temporary housing units on private and commercial 
sites. 

D-3 
  

105. Verify that cost comparison and justification have been completed 
prior to initiating commercial site upgrades if applicable. D-3   

106. Participate in Project Review Board to monitor the identification, 
selection, acquisition, design, construction, installation, and 
occupancy of group sites if applicable. 

D-3 
  

107. Review terms and conditions of Group Site property lease prior to 
forwarding to GSA / Contracting Officer for action. D-3   

108. Coordinate with immediate supervisor and, if requested, Office of 
Chief Counsel (OCC) to ensure agreement and compliance with 
existing program regulations, policy, and guidance. 

D-3 
  

109. Coordinate with Logistics regarding unit disposition in 
coordination with current standard operating procedures. D-3   
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110. Ensure that Direct Housing Recertification activities are conducted 
per regulations, policy, and guidance. D-3   

111. Coordinate with IA COTR personnel to ensure receiving reports 
for contract invoices are complete and invoices are paid within 14 
days of receipt. 

D-3 
  

    

Behavior/Activity: Oversee Direct Housing recertification, transition, and de-mobilization activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

112. Ensure that Direct Housing Recertification activities are conducted 
per regulations, policy, and guidance. D-3   

113. Ensure that Lease Termination Activities per regulations and 
policy. D-3   

114. Ensure that temporary housing unit sales are conducted per 
regulations and policy. D-3   

115. Ensure that temporary housing unit donations are conducted per 
regulations and policy. D-3   

116. Coordinate with Logistics regarding unit disposition per standard 
operating procedures. D-3   

117. Assist with the development of a request for an extension of the 
period of assistance for the direct housing program if one is 
required. 

D-3 
  

118. Ensure that Rent Collection is initiated as required by policy and 
SOP. D-3   

119. Assist the Regional Office with the closeout of the direct housing 
program. D-3   

    

Behavior/Activity: Perform information management and coordination activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

120. Obtain periodic status reports from staff and others. D-3   

121. Provide situation updates to immediate supervisor or designee in 
preparation for the Federal Coordinating Officer (FCO) Meeting. D-3   

122. Inform immediate supervisor of issues, trends, and problems that 
may affect the delivery of Direct Housing assistance. D-3   
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123. Analyze areas of weakness in the direct housing mission 
implementation, and develop recommendations for immediate 
supervisor and other senior staff. 

D-3 
  

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

124. Negotiate the time of transition. I   

125. Provide for adequate overlap to ensure efficient transfer of duties. I   

126. Brief replacement on current situation. I   

127. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

128. Ensure that an effective transition of duties is accomplished. I   

129. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

130. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

131. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

132. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

133. Coordinate with IA Information Management to prepare and 
package Direct Housing mission files for transition to the Regional 
Office in accordance with instructions from immediate supervisor. 

D-3 
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

134. Obtain performance appraisal from supervisor. I   

135. Report to the Training Unit upon completion of training 
assignment. I   

136. Make return travel arrangements. I   

137. Prepare the final travel voucher. I   

138. Return accountable property to the Accountable Property Office 
(APO). I   

139. Submit final timesheet, appraisal form, and travel voucher. I   

140. Check out with the Automated Deployment Database (ADD). I   

141. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

 Direct Housing Task Force Leader (DHTL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Direct Housing Task Force Leader (DHTL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Direct Housing Task Force Leader (DHTL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

VAL Donation Management Specialist (DMSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    
Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 

your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    
Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   
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23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Gather, analyze, and distribute donations and volunteer related information 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Review and explain to a supervisor the regulations, policies, 
procedures, and other documents pertaining to donations 
management. 

D-3 
  

28. Assist immediate supervisor in identifying State and local 
emergency plan priorities. D-3   

29. Support immediate supervisor in the collection, collation and 
distribution of relevant donations intelligence. D-2   

30. Support immediate supervisor in analyzing specific issues and 
addressing concerns relevant to donations management partners. D-2   

31. Identify and communicate appropriate success stories regarding 
donations management. D-2   
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32. Identify federal, state, local, voluntary, faith based, community 
organization, and private sector resource partners that can meet 
disaster related needs through donations of volunteer time, cash, or 
products. 

D-3 
  

33. Utilize computer-based systems to effectively manage information. D-2   

• National Donations Management Network (NDMN) 
• Homeland Security Information Network (HSIN) 

   

34. Coordinate with FEMA and State External Affairs to produce an 
effective public and private-sector messaging strategy. D-2   

35. Provide donations related information to internal and external 
partners, including to the State and/or National VOAD. D-2   

    

Behavior/Activity: Demonstrate FEMA’s support role to the State in donations and volunteer management 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Explain to a qualified supervisor FEMA’s support role in 
donations management on a disaster. E   

37. Support the identified Volunteer and Donations Management 
Coordination Team by sharing best practices, identifying priorities, 
and assisting in the achievement of goals. 

D-2 
  

    
Behavior/Activity: Establish and maintain strategic partnerships 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Establish interaction with State donations coordinator and 
Donations Coordination Team (DCT) to assist with coordination of 
activities. 

D-2 
  

39. Assist the State voluntary agency liaison with issues of 
spontaneous and unaffiliated volunteers. D-3   

40. Assist the information and referral agencies in identifying disaster 
resources, communicating their service and integrating with 
recovery partners. 

D-3 
  

• Coordinated Assistance Network 
• United Way 
• 2-1-1 
• Alliance of Information and Referral Services 
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41. Assist the State voluntary agency liaison with issues of managing 
cash and product donations. D-2   

42. Assist with maintaining communication with state Voluntary 
Organizations Active in Disaster (VOAD) and the National 
Voluntary Organizations Active in Disaster. 

D-3 
  

    

Behavior/Activity: Provide donations management technical assistance to partners 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Assist with providing government, voluntary, faith-based, 
community organizations, and the private sector with information 
on the best practices of donations and volunteer management. 

D-2 
  

44. Work with partners and State donations guidance to identify roles, 
priorities, and strategies for volunteer and donations management 
activities. 

D-2 
  

• Call center operations 
• Warehouse operations 
• Distribution site coordination 
• Information technology/management requirements 
• Unsolicited goods and undesignated cash donations 
• Unaffiliated volunteers 
• VOADs and voluntary agency involvement and expertise 
• Media coordination 

   

45. Support volunteer management partners in the coordination of 
unaffiliated volunteer resources. D-2   

• Evaluate need for volunteer reception centers 
• Identify agencies willing to accept spontaneous volunteers 
• Deploy additional volunteer management resources as required 

(AmeriCorps) 

   

46. Support the State in the coordination of product donations through 
the use of the NDMN or multi-agency warehousing operations as 
required. 

D-2 
  

47. Support the State in evaluating the need for call center operations 
for donations management ensuring that all options are presented. D-2   

48. Organize and facilitate state-wide, donations related conference 
calls and meetings. D-2   
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Behavior/Activity: Seek opportunities for professional development 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Participate in ongoing training and professional development 
opportunities to enhance required skill sets and credentialing 
proficiency. 

D-3 
  

50. Seek opportunities to engage in OJT. D-3   

    

Behavior/Activity: Close Donations Management activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Compile Remedial Action Management Plan (RAMP) issues and 
data and forward to the appropriate supervisor. D-3   

52. Produce a comprehensive closeout report of donations 
management activities. D-2   

53. Assist with completing and packaging of Voluntary Agency files 
for transition to the Regional Office / Close Out Office, in 
accordance with instructions of immediate supervisor. 

D-3 
  

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Obtain the time of transition from immediate supervisor. I   

55. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

56. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Obtain performance appraisal from supervisor. I   

58. Report to the Training Unit upon completion of training 
assignment. I   

59. Make return travel arrangements. I   

60. Prepare the final travel voucher. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

VAL Donation Management Specialist (DMSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

VAL Donation Management Specialist (DMSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

VAL Donation Management Specialist (DMSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

DRC Group Supervisor (DRGS) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. E   

6. Obtain agency identification (badge) or other government-issued 
identifications. E   
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7. Obtain additional job-required equipment or supplies. E   

• Computer 
• Cellular, desk phone, satellite phone, radio, etc. 
• Handheld GPS, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 
• Obtain current Incident Action Plan (IAP), if available 
• Obtain schedule of appropriate meetings or conference calls 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current state and local 

priorities 
• Reporting requirements of the branches (essential elements of 

information [EEI]) 

   

11. Identify topics, issues and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

24. Notify the Safety Officer of any accidents. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

• Incident objectives 
• Coordination needs at the division level 
• Coordination needs at the state and local level 

   

26. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

27. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

28. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

29. Make any necessary organizational adjustments. D-3   

30. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

31. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

33. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

34. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

35. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

36. Share current information with co-workers and immediate 
supervisor. D-3   

37. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Coordinate with the program’s Branch Director to prepare for the 
Operations Tactics meeting. D-3   

39. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-3   

40. Ensure that task descriptions provide clear, concise direction and 
performance expectations that support the incident objectives. D-3   

41. Ensure that accurate operational information is included on the ICS 
215. D-3   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

42. Attend the Operations Tactics meeting if requested. D-3   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Attend scheduled Briefings as required (may be via conference 
call). D-3   

44. Conduct the Operations briefing for group personnel in person 
and/or remotely (e.g., conference call) and check for 
understanding. 

D-3 
  

• Discuss special safety considerations or hazards situations 
• Incident facilities, types, and location 
• Review the incident objectives 
• Review the current situation 
• Brief group personnel on their assignments 
• Discuss special safety considerations or situations 
• Brief on changes to the approved IAP if necessary 
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45. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

46. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

48. Hold personnel accountable for the execution of assigned tasks. D-3   

49. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

50. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

51. Consult with affected program areas on plans to re-task resources 
with the division, based on local operational requirements. D-3   

52. Request additional resources or release surplus resources. D-3   

53. Address logistical problems that subordinates report. D-3   

54. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

55. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

56. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

57. Keep assigned personnel informed of changes. D-3   
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58. Notify immediate supervisor of unit personnel status changes when 
they occur. D-3   

59. Make recommendations for next operational period to immediate 
supervisor. D-3   

60. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

61. Foster teamwork and emphasize a unified approach. D-3   

    

Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Ensure that local officials are receiving the necessary information 
and support in accordance with the Stafford Act. D-3   

63. Ensure that FEMA is hearing the concerns of local officials. D-3   

64. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-3   

65. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

66. Share critical information, tactics, and contingency plans with 
state, tribal, and local officials. D-3   

67. Take early action to mitigate or resolve coordination issues. D-3   

68. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

69. Foster teamwork and emphasize a unified approach. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

71. Explain how the unit’s assignments fit into the context of the 
bigger picture. D-3   

72. Establish work assignments and set priorities. D-3   

73. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

74. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

75. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

76. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

77. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

78. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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79. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

80. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

82. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

83. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Identify need for Disaster Recovery Center (DRC) locations 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Coordinate with immediate supervisor and the 
State/Tribe/Territory to define the need for DRCs and identify 
potential locations. 

D-2 
  

85. Coordinate with immediate supervisor to determine the need for 
mobile versus fixed DRC sites or both. D-2   

86. Conduct DRC coordination and planning meeting with other 
governmental and non-governmental organizations to develop 
DRC strategy. 

D-2 
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Behavior/Activity: Evaluate potential sites and provide logistical requirements 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

87. Assess potential sites using the DRC Facility Checklist, in 
coordination with the DRC inspection team. D-2   

• IA 
• State/Tribe/Territory 
• Safety & Security 
• Logistics 
• Information Technology 
• Telecommunications 

   

88. Obtain approval from immediate supervisor and State concurrence 
for potential sites in coordination with DRC inspection team. D-2   

• IA 
• State 
• Tribe/Territory 
• Safety & Security 
• Logistics 
• Information Technology 

   

89. Define other agency participation and logistical needs in 
coordination with immediate supervisor and the State/Tribal 
representative, non-government agencies must sign agreement. 

D-2 
  

90. Verify that all DRC sites have the required materials and 
connections. D-2   

• Phones 
• Computers 
• Fax machines 
• DRC kits 
• Tables and chairs 
• Building maintenance 

   

91. Obtain approval from immediate supervisor for site opening and 
date of opening and coordinate with External Affairs Officer. D-2   

92. Arrange for DRC courier service through Logistics. D-2   
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Behavior/Activity: Ensure DRC is staffed 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

93. Recommend DRC staffing plan to immediate supervisor and obtain 
approval. D-2   

94. Provide deployment information to appropriate personnel. D-2   

• Travel dates 
• Vehicle assignments 
• Reporting location and time 
• POC information for the deployment request 

   

95. Ensure appropriate National Emergency Management Information 
System (NEMIS) Access Control System (NACS) rights are 
assigned to staff. 

D-2 
  

    
Behavior/Activity: Announce DRC locations and dates 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

96. Distribute information related to all DRC openings and closings as 
well as locations to all JFO partners and the National Processing 
Service Center (NPSC) Coordination Team. 

D-2 
  

97. Coordinate with external affairs to ensure the distribution of public 
announcements, publications, and flyers. D-2   

    

Behavior/Activity: Coordinate DRC daily operations and activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

98. Communicate with DRC managers on a routine basis. D-2   

• Conference calls 
• Phone calls 
• Email 
• Written correspondence 
• Health and safety issues 
• Unscheduled visits to DRC by media,  government officials, elected 

officials 
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99. Brief immediate supervisor on DRC activities and issues prior to 
senior staff meetings. D-2   

100. Coordinate with IA Housing function to ensure that the applicant 
services work in all DRCs is consistent and accurate. D-2   

101. Coordinate all visits by congressional, media, and other dignitaries 
with appropriate parties. D-2   

• Immediate Supervisor 
• External Affairs 
• Operations 
• Planning 

   

102. Perform regular visits to assess DRC operations and address 
concerns. D-2   

103. Collect daily DRC reports and provide them to IA Information 
Management. D-2   

• Trends 
• Issues 
• Problems 

   

104. Maintain records of DRC locations, opening and closing dates, and 
staffing. D-2   

105. Provide input for the Situation Report to IA Information 
Management. D-2   

106. Maintain emergency contact list of DRC staff and provide list to 
IA Information Management. D-2   

• Lodging 
• Emergency name and phone numbers 

   

107. Prepare a staffing plan with projected release dates for each DRC. D-2   

108. Maintain records of accountable and/or contracted property. D-2   

• Portable toilets 
• Office equipment 

   

    

Behavior/Activity: Prepare for DRC closures 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

109. Coordinate with the State/Tribal/Territory and immediate 
supervisor to determine closure timelines. D-2   

110. Notify DRC Managers and other all partners of closure schedule. D-2   
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111. Coordinate information related to DRC closures, as approved by 
immediate supervisor, as soon as possible to all JFO departments 
and the NPSC Coordination Team. 

D-2 
  

112. Coordinate site breakdown schedule with Logistics including IT. D-2   

113. Reassess staffing and reassign or release DRC staff. D-2   

114. Restock DRC kits (replace kits as necessary). D-2   

    

Behavior/Activity: Closeout all DRCs 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

115. Provide final reports to IA Information Management. D-2   

116. Provide required DRC disaster files to IA Information 
Management. D-2   

117. Forward RAMP issues to the immediate supervisor. D-2   

118. Prepare recommendations to immediate supervisor for certificates 
of appreciation to be sent to the officials who provided DRC sites 
and any other person(s) who should receive recognition for 
assisting the DRC mission. 

D-2 
  

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

119. Negotiate the time of transition. I   

120. Provide for adequate overlap to ensure efficient transfer of duties. I   

121. Brief replacement on current situation. I   

122. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

123. Ensure that an effective transition of duties is accomplished. I   

124. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

125. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

126. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

127. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

128. Obtain performance appraisal from supervisor. I   

129. Report to the Training Unit upon completion of training 
assignment. I   

130. Make return travel arrangements. I   

131. Prepare the final travel voucher. I   

132. Return accountable property to Accountable Property Office 
(APO). I   

133. Submit final timesheet, appraisal form, and travel voucher. I   

134. Check out with the Automated Deployment Database (ADD). I   

135. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

DRC Group Supervisor (DRGS) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

DRC Group Supervisor (DRGS) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

DRC Group Supervisor (DRGS) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

DRC Manager (DRMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

24. Communicate safety and security issues to immediate supervisor. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

26. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 
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27. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

28. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

29. Make any necessary organizational adjustments. D-3   

30. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

31. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

33. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

34. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

35. Share current information with co-workers and immediate 
supervisor. D-3   
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36. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Attend scheduled briefings as required. D-3   

38. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

39. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

40. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

42. Hold personnel accountable for the execution of assigned tasks. D-3   

43. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

44. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

45. Request additional resources or release surplus resources. D-3   

46. Address logistical problems that subordinates report. D-3   

47. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

48. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

49. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

50. Keep assigned personnel informed of changes. D-3   

51. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

52. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

54. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

55. Establish work assignments and set priorities. D-3   

56. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

57. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

58. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

59. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

60. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

61. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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62. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

63. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

64. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

66. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

67. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Coordinate Disaster Recovery Center (DRC) setup and logistics with the DRC function 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

68. Attend DRC briefings to maintain appropriate awareness. D-3   

• Team composition 
• Disaster specifics 
• Policy and procedural updates, and the 
• Expectations of the immediate supervisor 

   

69. Attend DRC meetings. D-3   

• General orientation 
• Managers Meeting 
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70. Acquire DRC site data. D-3   

• Logistical arrangements 
• DRC opening information and hours 
• Building contact information 
• Safety and security arrangements 
• Maintenance services 

   

71. Inspect DRC kit for completeness and prepare or request any other 
materials or equipment that will be necessary for DRC operations. D-3   

72. Report agency representation at the DRC and obtain contact 
information. D-3   

• Other Federal Agencies (OFAs) 
• State Agencies 
• Tribal Agencies 
• Local Agencies 
• Voluntary Agencies 

   

73. Distribute and maintain JFO/DRC contact phone numbers 
emergency call down lists. D-3   

74. Ensure that DRC staff has all the equipment required to perform 
the mission at the DRC site. D-3   

• Laptops 
• Cell phones 
• Air cards 
• Printers 
• Access Functional Needs Equipment 
• DRC Kits 
• Safety Supplies 

   

    

Behavior/Activity: Set up and open DRC, in conjunction with State DRC Managers 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Coordinate with State, Tribal, and/or local partners for site specific 
DRC operation and planning. D-3   

• Ensure Memorandums of Understanding (MOUs) are signed    

76. Meet with the point of contact for the building and verify contact 
information. D-3   

77. Post DRC signs for the interior and exterior. D-3   

78. Meet with media and officials to communicate DRC status. D-3   
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79. Confirm presence and working condition of equipment. D-3   

80. Perform physical setup of DRC ensuring efficiency and Americans 
with Disabilities Act (ADA) compliance. D-3   

81. Verify that work stations and web-based registration stations are 
fully operational. D-3   

82. Conduct a DRC staff briefing with all agency representatives prior 
to the opening of the DRC. D-3   

83. Distribute disaster-specific information to staff and referral phone 
numbers for applicants. D-3   

• Referral phone numbers for applicants 
• Policy and procedure updates 

   

    

Behavior/Activity: Establish and maintain regular communication with your immediate supervisor regarding 
DRC issues 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Communicate any problems, concerns, trends, or issues regarding 
the DRC facility, security, safety, or staffing to immediate 
supervisor. 

D-3 
  

85. Report morning status to immediate supervisor prior to opening, 
and determine if all agencies are present. D-3   

86. Submit written reports to document progress and status of DRC 
operation. D-3   

87. Submit requests for supplies, publications, and equipment. D-3   

88. Gather RAMP information and forward to immediate supervisor 
any issues that may affect service delivery. D-3   

    

Behavior/Activity: Manage daily activities in the DRC 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Confirm that all staff is present and prepared for opening. D-3   

90. Obtain staffing schedules from other agencies. D-3   
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91. Coordinate daily with State, Tribal, and local counterparts. D-3   

92. Participate in conference calls and allow staff to attend or brief as 
appropriate. D-3   

93. Coordinate with representatives of all agencies in the DRC. D-3   

• Hours of operation.    

94. Coordinate administrative functions in the DRC. D-3   

• Personnel actions 
• Time and attendance 
• Travel and vouchering 
• Continuity of operations plans 

   

95. Arrange logistical support for the DRC. D-3   

• Acquisition and maintenance of equipment and supplies through the 
immediate supervisor 

   

96. Coordinate and communicate media and other external requests 
through immediate supervisor and External Affairs. D-3   

• Town hall meetings and speaking engagements 
• Local news interviews 
• Visit from government officials 

   

97. Report any unscheduled DRC visits by media or Congressional 
staff to immediate supervisor. D-3   

98. Conduct daily staff meetings with Applicant Services staff D-3   

• Policy updates 
• Privacy Act 
• JFO updates 
• Emergency procedures 

   

99. Ensure staff development and training as appropriate. D-3   

    

Behavior/Activity: Support the coordination of DRC demobilization 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

100. Monitor DRC activity and staff performance and make 
recommendations regarding staff reassignments or release dates. D-3   

101. Provide input to external affairs regarding closing announcement. D-3   

• Change in hours of operation 
• Transition information 
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102. Ensure that the DRC kit is ready to return to the JFO. D-3   

• Requisition for supplies if necessary    

103. Ensure final disposition of reports, records, and program 
documentation. D-3   

• Shredding 
• Recycling 
• Transfer to JFO 

   

104. Prepare and forward final DRC Activity Report to immediate 
supervisor. D-3   

105. Remove interior and exterior signs and post closing notice. D-3   

106. Arrange to have equipment and accountable property picked up 
through immediate supervisor. D-3   

107. Coordinate with logistics for a final walkthrough of DRC. D-3   

    

Behavior/Activity: Prepare staff for DRC closure 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

108. Notify DRC staff and agencies in advance of closing. D-3   

109. Discuss reassignment and release procedures with staff and advise 
on checkout procedures. D-3   

• Arrange for additional training prior to release 
• Debrief staff and collect RAMP issues 

   

110. Forward other agency referral information to applicant services 
staff in the JFO. D-3   

• IRS 
• HUD 
• SBA 
• USDA 
• DOL 
• HHS/ACF 
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

111. Negotiate the time of transition. I   

112. Provide for adequate overlap to ensure the efficient transfer of 
duties. I   

113. Brief replacement on current situation. I   

114. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

115. Ensure that an effective transition of duties is accomplished. I   

116. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

117. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

118. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

119. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

  



DRC MANAGER (DRMG) 21 November 2011 

18 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

120. Obtain performance appraisal from supervisor. I   

121. Report to the Training Unit upon completion of training 
assignment. I   

122. Make return travel arrangements. I   

123. Prepare the final travel voucher. I   

124. Return accountable property to the Accountable Property Office 
(APO). I   

125. Submit final timesheet, appraisal form, and travel voucher. I   

126. Check out with the Automated Deployment Database (ADD). I   

127. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

DRC Manager (DRMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

DRC Manager (DRMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

DRC Manager (DRMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

DRC Support Specialist (DRSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 
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22. Share current information with co-workers and immediate 
supervisor. D-3   

23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Seek opportunities for professional development 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Participate in ongoing training and professional development 
opportunities to enhance required skill sets and credentialing 
proficiency. 

D-3 
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Behavior/Activity: Assist in establishing staffing for DRCs 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Assist with deployment of DRC staff. D-3   

29. Act as Point of Contact (POC) for DRC personnel assignments. E   

• Obtain maps and/or directions for each DRC location 
• Collect emergency contact information 
• Collect their contact information, travel schedules, hotel locations, etc. 
• Current badging requirements 

   

30. Assist with assessing training needs for DRC staff during 
deployment. D-3   

31. Obtain lists of agency staffing for each DRC. D-3   

• Mitigation 
• Small Business Administration 
• Internal Revenue Service 

   

    
Behavior/Activity: Assist with logistical, Information Technology (IT), safety, and security needs for DRCs 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Help determine logistical planning requirements for each DRC. D-3   

33. Help determine IT planning requirements. D-3   

34. Help determine safety and security planning requirements. D-3   

35. Work with Logistics, IT, Safety, and Security to set up each DRC. D-3   

36. Monitor and assist with ongoing logistical and other support of 
daily DRC operations. D-3   

    
Behavior/Activity: Maintain and Distribute Reports for all DRC activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Share daily DRC reports under the direction of immediate 
supervisor. D-3   



DRC SUPPORT SPECIALIST (DRSP) 21 November 2011 

10 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

38. Use the Recovery Information Management System (RIMS) for 
DRC activity reporting, if required. D-3   

39. Maintain current listings of DRC locations, openings, operating 
schedules, and closings. D-3   

40. Provide input for the situation report to your immediate supervisor. D-3   

41. Maintain a staffing report with projected release dates. D-3   

42. Provide daily agency attendance report. D-3   

• IRS 
• SBA 
• HUD 
• USDA 

   

43. Prepare special reports: as required for problems, trends, issues or 
concerns. D-3   

44. Maintain a current Continuity of Operations Plan call-down list. D-3   

45. Provide DRCs with JFO information and reports. D-3   

46. Maintain and ensure transfer of close-out files to IA Information 
Management. D-3   

    

Behavior/Activity: Assist Closing of all DRCs 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Coordinate with DRC Managers to recommend staff reassignments 
or releases to the DRC Group Supervisor as activity decreases. D-3   

48. Notify DRC Managers of DRC transition or closing dates as soon 
as possible. D-3   

49. Assist with JFO check-out for DRC staff being released. D-3   

50. Ensure the re-supply of DRC trunks and sign kits. D-3   

• Collect information for re-stock of DRC and sign kits 
• Replenish supplies, forms 

   

  



21 November 2011 DRC SUPPORT SPECIALIST (DRSP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 11 

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Obtain the time of transition from immediate supervisor. I   

52. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

53. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Obtain performance appraisal from supervisor. I   

55. Report to the Training Unit upon completion of training 
assignment. I   

56. Make return travel arrangements. I   

57. Prepare the final travel voucher. I   

58. Return accountable property to the Accountable Property Office 
(APO). I   

59. Submit final timesheet, appraisal form, and travel voucher. I   

60. Check out with the Automated Deployment Database (ADD). I   

61. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

 DRC Support Specialist (DRSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

DRC Support Specialist (DRSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 



DRC SUPPORT SPECIALIST (DRSP) 21 November 2011 

16 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

DRC Support Specialist (DRSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

DRC Task Force Leader (DRTL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 



DRC TASK FORCE LEADER (DRTL) 21 November 2011 

4 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate Forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

24. Notify Safety/Security of any issues or concerns. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

26. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 
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27. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

28. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

29. Make any necessary organizational adjustments. D-3   

30. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

31. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

33. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

34. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

35. Share current information with co-workers and immediate 
supervisor. D-3   
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36. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Attend scheduled briefings as required. D-3   

38. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

39. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

40. Brief immediate supervisor on results of debriefings. D-3   

    
Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   
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42. Hold personnel accountable for the execution of assigned tasks. D-3   

43. Delegate specific authority based on the assigned tasks to assigned 
Specialists. D-3   

44. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

45. Request additional resources or release surplus resources. D-3   

46. Address logistical problems that subordinates report. D-3   

47. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

48. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

49. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

50. Keep assigned personnel informed of changes. D-3   

51. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

52. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Ensure that local officials are receiving the necessary information 
and support in accordance with the Stafford Act. D-3   

54. Ensure FEMA is hearing the concerns of local officials. D-3   

55. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-3   

56. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

57. Share critical information, tactics, and contingency plans with 
state, tribal, and local officials. D-3   
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58. Take early action to mitigate or resolve coordination issues. D-3   

59. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

60. Foster teamwork and emphasize a unified approach. D-3   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

61. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

62. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

63. Establish work assignments and set priorities. D-3   

64. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

65. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

66. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 
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67. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

68. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

69. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

70. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

71. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

72. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

74. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

75. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Identify need for Disaster Recovery Center (DRCs) locations 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Coordinate with immediate supervisor and the state/tribe/territory 
to define the need for DRCs and identify potential locations. D-3   

77. Determine the need for mobile and/or fixed DRC sites. D-3   
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78. Conduct DRC coordination and planning meeting with other 
governmental and non-governmental organizations to develop 
DRC strategy. 

D-3 
  

    

Behavior/Activity: Evaluate potential sites and provide logistical requirements 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Assess potential sites using the DRC Facility Checklist, in 
coordination with the DRC inspection team. D-3   

• IA 
• State/Tribe/Territory 
• Safety & Security 
• Logistics 
• Information Technology 
• Telecommunications 

   

80. Obtain approval from immediate supervisor and State concurrence 
for potential sites in coordination with DRC inspection team. D-3   

• IA 
• State 
• Tribe/Territory 
• Safety & Security 
• Logistics 
• Information Technology 

   

81. Define other agency participation and logistical needs in 
coordination with immediate supervisor and the State/Tribal 
representative. 

D-3 
  

82. Verify that all DRC sites have the required materials and 
connections. D-3   

• Phones 
• Computers 
• Fax machines 
• DRC kits 
• Tables and chairs 
• Building maintenance 

   

83. Obtain approval from immediate supervisor for site opening and 
date of opening, and coordinate with External Affairs Officer. D-3   

84. Arrange for DRC courier service through Logistics. D-3   
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Behavior/Activity: Ensure DRC is staffed 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Recommend DRC staffing plan to immediate supervisor and obtain 
approval. D-3   

86. Provide deployment information to appropriate personnel. D-3   

• Travel dates 
• Vehicle  assignments 
• Reporting location and time  
• POC information for the deployment request 

   

87. Ensure appropriate National Emergency Management Information 
System (NEMIS) Access Control System (NACS) rights are 
assigned to staff. 

D-3 
  

    
Behavior/Activity: Announce DRC locations and dates 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Distribute information related to all DRC openings and closings as 
well as locations to all JFO partners and the National Processing 
Service Center (NPSC) Coordination Team. 

D-3 
  

89. Coordinate with External Affairs to ensure the distribution of 
public announcements, publications, and flyers. D-3   

    
Behavior/Activity: Coordinate DRC daily operations and activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

90. Communicate with DRC managers on routine basis. D-3   

• Conference calls 
• Phone calls 
• Email 
• Written correspondence 
• Content 
• Health and safety issues 
• Unscheduled visits to DRC by media or government officials 
• Functional Access Needs requirements 
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91. Brief immediate supervisor on DRC activities and issues prior to 
senior staff meetings. D-3   

92. Coordinate with IA Housing function to ensure that the applicant 
services work in all DRCs are consistent and accurate. D-3   

93. Coordinate all congressional, media, and visits by other dignitaries 
with appropriate parties. D-3   

• Immediate Supervisor 
• External Affairs 
• Operations 
• Planning 

   

94. Perform on-site inspections to assess DRC operations. D-3   

95. Collect daily DRC reports and provide them to IA Information 
Management. D-3   

• Trends 
• Issues 
• Problems or concerns 

   

96. Maintain records of DRC locations, opening and closing dates, and 
staffing and ensure the information is updated within the Recovery 
Information Management System (RIMS). 

D-3 
  

97. Provide input for the Situation report to IA Information 
Management. D-3   

98. Maintain emergency contact/call down list of DRC staff and 
provide list to IA Information Management. D-3   

• Lodging 
• Emergency contact name and phone numbers 

   

99. Prepare staffing plan with projected release dates for each DRC. D-3   

100. Maintain records of accountable and/or contracted property. D-3   

• Portable toilets 
• Canopies  
• Office equipment 

   

    

Behavior/Activity: Prepare for DRC closures 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

101. Coordinate with the State/Tribal/Territory and immediate 
supervisor to determine closure timelines. D-3   
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102. Notify DRC Managers and other partners of closure schedule. D-3   

103. Coordinate information related to DRC closures, as approved by 
immediate supervisor, as soon as possible to all JFO departments 
and the NPSC Coordination Team. 

D-3 
  

104. Coordinate site breakdown schedule with Logistics including IT. D-3   

105. Reassess staffing and reassign or release DRC staff. D-3   

106. Restock DRC kits (replace kits as necessary). D-3   

    

Behavior/Activity: Closeout all DRCs 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

107. Provide final reports to IA Information Management. D-3   

108. Provide required DRC disaster files to IA Information 
Management. D-3   

109. Prepare recommendations to immediate supervisor for certificates 
of appreciation to be sent to the officials who provided DRC sites 
and any other person(s) who should receive recognition for 
assisting the DRC mission. 

D-3 
  

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

110. Negotiate the time of transition. I   

111. Provide for adequate overlap to ensure efficient transfer of duties. I   

112. Brief replacement on current situation. I   

113. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

114. Ensure that an effective transition of duties is accomplished. I   

115. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

116. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

117. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

118. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

119. Obtain performance appraisal from supervisor. I   

120. Report to the Training Unit upon completion of training 
assignment. I   

121. Make return travel arrangements. I   

122. Prepare the final travel voucher. I   

123. Return accountable property to the Accountable Property Office 
(APO). I   

124. Submit final timesheet, appraisal form, and travel voucher. I   

125. Check out with the Automated Deployment Database (ADD). I   

126. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

 DRC Task Force Leader (DRTL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

DRC Task Force Leader (DRTL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

DRC Task Force Leader (DRTL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Direct Housing Support Crew Leader (DSCL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 
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27. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any necessary organizational adjustments. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   
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35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Hold personnel accountable for the execution of assigned tasks. D-3   
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41. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

42. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

43. Request additional resources or release surplus resources. D-3   

44. Address logistical problems that subordinates report. D-3   

45. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

46. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

47. Keep assigned personnel informed of changes. D-3   

48. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

49. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

51. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   
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52. Establish work assignments and set priorities. D-3   

53. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

54. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

55. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

56. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

57. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

58. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

59. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

60. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

61. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    
Behavior/Activity: Establish and maintain positive and ethical behaviors 
Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

63. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

64. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Manage DARAC processing 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Complete the DARAC setup checklist. E   

66. Ensure that Direct Housing Support Specialists issue Site 
Inspection Requests. D-3   

67. Ensure that Direct Housing Support Specialists review completed 
Site Inspection Requests. D-3   

68. Ensure that Direct Housing Support Specialists prepare Work 
Orders. D-3   

69. Ensure that Direct Housing Support Specialists review completed 
occupancy documentation (Revocable Licenses) and enter into 
DARAC. 

D-3 
  

70. Ensure Direct Housing Support Specialists deployed to temporary 
housing storage sites, or forward staging areas, enter THU records 
into DARAC. 

D-3 
  

71. Coordinate with Pre-Placement Interview (PPI) staff to ensure 
necessary information (e.g. accessibility needs) is recorded during 
the PPI process. 

D-3 
  

72. Support the IA Information Management function with Direct 
Housing mission reporting requirements. D-3   

73. Oversee Direct Housing records management requirements. D-3   

74. Serve as DHOPS point of contact (POC) to the Individual 
Assistance (IA) Information Management function. D-3   

    

Behavior/Activity: Manage Recertification and Transition Activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Review completed recertification documentation to ensure 
compliance with regulations, policy, and guidance. E   

76. Review Lease Termination documentation for compliance with 
regulations and policy. E   

77. Review temporary housing unit sales documentation for 
compliance with regulations and policy. E   
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78. Review temporary housing unit donation documentation for 
compliance with regulations and policy. E   

79. Review deactivation and site restoration reports, if applicable. E   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

80. Negotiate the time of transition. I   

81. Provide for adequate overlap to ensure efficient transfer of duties. I   

82. Brief replacement on current situation. I   

83. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

84. Ensure that an effective transition of duties is accomplished. I   

85. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

86. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

87. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

88. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Obtain performance appraisal from supervisor. I   

90. Report to the Training Unit upon completion of training 
assignment. I   

91. Make return travel arrangements. I   

92. Prepare the final travel voucher. I   

93. Return accountable property to the Accountable Property Office 
(APO). I   

94. Submit final timesheet, appraisal form, and travel voucher. I   

95. Check out with the Automated Deployment Database (ADD). I   

96. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

 Direct Housing Support Crew Leader (DSCL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Direct Housing Support Crew Leader (DSCL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Direct Housing Support Crew Leader (DSCL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Direct Housing Support Specialist (DSSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   
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23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Seek opportunities for professional development 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Participate in ongoing training and professional development 
opportunities to enhance required skill sets and credentialing 
proficiency. 

D-3 
  

    

Behavior/Activity: Ensure all temporary housing unit transactions are documented in DARAC 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Review submitted Request for the Site Inspection FEMA Form 90-
1 for completion. D-3   
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29. Prepare Unit Installation Work Order (FEMA Form 90-26) in 
DARAC. E   

30. Record THU receipt and dispatch actions in DARAC. E   

31. Enter Commercial and Group Site pads in DARAC. D-3   

32. Review submitted Temporary Housing Unit Inspection Report 
(FEMA Form 90-13) and accompanying Ready for Occupancy 
Status (FEMA Form 90-24) for completion, and record in 
DARAC. 

D-3 
  

33. Review submitted Receipt For Government Property Individual & 
Household Program (FEMA Form 90-69D) for completion, and 
record in DARAC. 

D-3 
  

34. Return incomplete documentation to Direct Housing Specialist for 
correction. D-3   

35. Generate regular and ad-hoc reports that summarize progress of all 
tasks and identifying trends that could impact mission priorities 
and objectives. 

D-3 
  

• RIMS 
• WEBI 
• FIDA 
• DHOPS Dashboard (release scheduled October 2010) 

   

36. Forward completed documentation to the National Processing 
Service Centers (NPSCs) and ensure documents are scanned into 
applicant records. 

D-3 
  

• Occupancy agreements 
• Sales information 
• Recertification information 

   

    

Behavior/Activity: Maintain Documentation of Direct Housing Mission 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Assist IA COTR personnel with maintenance of the 
contract/COTR files. D-3   

38. Compile records of all Environmental and Historic Preservation 
reviews. D-3   

39. Compile records of all abbreviated 8-step process actions for 
floodplain management regulatory compliance. D-3   

40. Maintain utility accounts for commercial sites. D-3   
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41. Maintain utility accounts for group sites. D-3   

42. Maintain contractor maintenance reports. D-3   

Behavior/Activity: Perform recertification and program administration activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Review submitted Direct Assistance Recertification Worksheet 
(FEMA Form 90-139) for completeness and ensure documents are 
recorded in DARAC. 

D-3 
  

44. Generate regular and ad-hoc reports utilizing DARAC to monitor 
recertification activity and forward to the Crew Leader. D-3   

45. Maintain paper copies of all FEMA Forms pertinent to direct 
housing. D-3   

46. Assist immediate supervisor with preparing THU Donations 
Packages. D-3   

47. Assist immediate supervisor with preparing Notices to Vacate. D-3   

48. Assist immediate supervisor with completing Lease Termination 
Checklists. D-3   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Obtain the time of transition from immediate supervisor. I   

50. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

51. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Obtain performance appraisal from supervisor. I   

53. Report to the Training Unit upon completion of training 
assignment. I   

54. Make return travel arrangements. I   

55. Prepare the final travel voucher. I   

56. Return accountable property to the Accountable Property Office 
(APO). I   

57. Submit final timesheet, appraisal form, and travel voucher. I   

58. Check out with the Automated Deployment Database (ADD). I   

59. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

 Direct Housing Support Specialist (DSSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

 Direct Housing Support Specialist (DSSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

IA Group Supervisor (IAGS) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Group-Site Crew Leader (GSCL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 
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27. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any necessary organizational adjustments. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   
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35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Hold personnel accountable for the execution of assigned tasks. D-3   
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41. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

42. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

43. Request additional resources or release surplus resources. D-3   

44. Address logistical problems that subordinates report. D-3   

45. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

46. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

47. Keep assigned personnel informed of changes. D-3   

48. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

49. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

51. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   
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52. Establish work assignments and set priorities. D-3   

53. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

54. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

55. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

56. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

57. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

58. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

59. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

60. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

61. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    
Behavior/Activity: Establish and maintain positive and ethical behaviors 
Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

63. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

64. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Perform direct housing planning and coordination activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Identify available commercial sites within reasonable commuting 
distance of displaced survivors. D-2   

66. Review information collected from potential commercial sites and 
provide recommendations to immediate supervisor. D-2   

67. Verify temporary housing unit setup installation and transportation 
permitting requirements. D-2   

68. Coordinate permit and inspection waivers. D-2   

69. Identify geographical and logistical constraints which may affect 
the Direct Housing mission implementation and recommend 
solutions. 

D-2 
  

    

Behavior/Activity: Coordinate Temporary Housing Unit supply chain 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Coordinate with Logistics to verify timelines for delivery of units 
from Logistics Centers, and address quality issues. D-2   

71. Deploy DHOPS Specialists to temporary housing storage sites or 
forward staging areas to support joint program acceptance 
inspection of housing units. 

D-2 
  

72. Coordinate with Headquarters to verify timelines for delivery of 
units from manufacturers, and address quality issues. D-2   

73. Coordinate with Logistics and GSA to dispose of surplus 
temporary housing units. D-2   
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Behavior/Activity: Manage Direct Housing on Private Sites 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Coordinate with DARAC crew to ensure incoming site inspection 
requests include all necessary information. D-2   

75. Direct DH specialists to complete Site Inspection Requests. D-2   

76. Direct DH specialists to perform Ready for Occupancy (RFO) 
Inspections and Applicant Lease-ins. D-2   

77. Manage 8-step process for floodplain management regulation 
compliance for private site placements in coordination with State 
and Local officials, FEMA OCC, and Mitigation. 

D-2 
  

78. Coordinate with Electrical Utility companies to activate electrical 
service connections for FEMA temporary housing units. D-2   

79. Coordinate with State and Local governments to identify and 
expedite permit and inspection processes. D-2   

    

Behavior/Activity: Manage Direct Housing on Commercial Sites 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

80. Direct DHOPS specialists to complete commercial site 
assessments. D-2   

81. Review park rules and proposed pad lease costs for potential 
commercial sites. D-2   

82. Perform cost comparison and justification for commercial site 
upgrade. D-2   

83. Ensure compliance with environmental and floodplain 
management regulations. D-2   

84. Coordinate commercial pad leases with Contracting Officer. D-2   

85. Ensure utility accounts for commercial sites are established and 
maintained. D-2   
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Behavior/Activity: Manage Direct Housing on Group Sites 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

86. Coordinate with service providers (e.g. IA-TAC, USACE and/or 
local contractors) to identify potential group site locations and 
perform initial site assessments. 

D-3 
  

87. Coordinate with FEMA Environmental and service providers (e.g. 
IA-TAC, USACE and/or local contractors) to conduct 
environmental assessments. Ensure compliance with all 
Environmental and Historic Preservation requirements. 

D-3 
  

88. Assist immediate supervisor with group site selection and design 
reviews in the Project Review Board. D-3   

89. Assist in negotiating solutions for permitting, zoning, and land use 
issues with State and Local governments. D-3   

90. Direct DHOPS specialists to perform Ready for Occupancy (RFO) 
Inspections and Applicant Lease-ins. D-3   

91. Establish and maintain utility accounts. D-3   

92. Coordinate group site remediation and restoration of the land used. D-3   

    

Behavior/Activity: Coordinate with the IA COTR staff all IA Direct Housing contracts 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

93. Act as a liaison between the IA staff and the Contracting Officer 
from the Finance/Admin Section. D-2   

94. Act as the technical liaison between the Contractor and the 
Contracting Officer. D-2   

95. Identify acquisition requirements and objectives for the direct 
housing mission. D-2   

96. Prepare for the kick-off meeting. D-2   

97. Prepare contract status reports as required by the mission. D-2   
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Behavior/Activity: Coordinate with IA COTR staff to establish or implement contracts to support IA Direct 
Housing Programs 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

98. Determine the scope and requirements to initiate the development 
of acquisition documents. D-3   

99. Perform market research. D-3   

100. Prepare acquisition documents, as required. D-3   

• Statement of Work 
• Independent Government Cost Estimate 
• Acquisition Plan 
• Justification and Analysis 
• Technical Evaluation 

   

101. Assist the Contracting Officer with the preparation of the 
solicitation, as required. D-3   

102. Conduct a Source Selection Evaluation Board, as required. D-3   

103. Prepare the Quality Assurance Surveillance Plan. D-3   

104. Conduct kick-off meeting. D-3   

105. Prepare and recommend contract modifications in support of 
mission requirements to the Contracting Officer. D-3   

106. Coordinate transfer of maintenance responsibilities to local or 
small business contractors. D-3   
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Behavior/Activity: Coordinate with IA COTR staff to provide Direct Housing contract administration and 
technical monitoring 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

107. Create and maintain the COTR folder. D-3   

108. Plan and establish work schedules, deadlines and standards for 
technical monitors. D-3   

109. Brief technical monitors on contract requirements and objectives. D-3   

110. Create and maintain a burn rate spreadsheet that depicts 
obligations and expenditures per Contract Line Item Number 
(CLIN). 

D-3 
  

111. Review requests for payment (invoices) to accept work and 
authorize payments. D-3   

112. Prepare Receiving Reports for contractor invoices and approve, 
disapprove or partial pay invoices within the first 7days of receipt. D-3   

113. Notify the Contracting Officer when invoices are paid in full, in 
part, or not at all. D-3   

114. Direct the technical monitors in the performance of their duties. D-3   

115. Ensure UFAS requirements are met. D-3   

116. Monitor and determine the adequacy of contractor performance in 
accordance with the contract. D-3   

117. Perform inspection and acceptance actions; inform Contracting 
Officer when rejecting or accepting nonconformance. D-3   

118. Notify the Contracting Officer of any contractor issues and any 
factors which may cause delay or impact work performance. D-3   

119. Identify and determine the necessity of a Stop Work Order. D-3   

120. Inspect the contractor’s work products and track work schedule to 
ensure timely completion of work. D-3   

121. Document contractor performance and maintain in COTR folder. D-3   

122. Conduct Contractor Performance Assessment Reports (CPARs) as 
required by the Contracting Officer. D-3   

123. Execute the Quality Assurance Surveillance Plan. D-3   

124. Assist the Contracting Officer in analyzing a claim, recommend 
settlement position, and participate in the resolution process. D-3   
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125. Document evidence of a contract breach, suggest appropriate 
contract remedy, and assist in evaluating contractor response with 
the Contracting Officer, as required. 

D-3 
  

126. De-obligate excess funds from contract as required. D-3   

127. Initiate the contract closeout process with the Contracting Officer. D-3   

128. Coordinate the disposition of Government Furnished 
Property/Equipment. D-3   

    

Behavior/Activity: Coordinate with IA COTR staff to provide oversight of Direct Housing acquisition 
activities in IA 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

129. Ensure adherence of contract to applicable policies and regulations 
per 48 CFR, Federal Acquisition Regulations. D-3   

130. Report to the Contracting Officer/Finance Section as COTR. D-3   

131. Respond to contractual inquiries and provide technical assistance 
as required. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

132. Negotiate the time of transition. I   

133. Provide for adequate overlap to ensure efficient transfer of duties. I   

134. Brief replacement on current situation. I   

135. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

136. Ensure that an effective transition of duties is accomplished. I   

137. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

138. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

139. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

140. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

141. Obtain performance appraisal from supervisor. I   

142. Report to the Training Unit upon completion of training 
assignment. I   

143. Make return travel arrangements. I   

144. Prepare the final travel voucher. I   

145. Return accountable property to the Accountable Property Office 
(APO). I   

146. Submit final timesheet, appraisal form, and travel voucher. I   

147. Check out with the Automated Deployment Database (ADD). I   

148. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

 Group-Site Crew Leader (GSCL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Group-Site Crew Leader (GSCL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Group-Site Crew Leader (GSCL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Human Services Group Supervisor (HSGS) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. E   

6. Obtain agency identification (badge) or other government-issued 
identifications. E   
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7. Obtain additional job-required equipment or supplies. E   

• Computer 
• Cellular, desk phone, satellite phone, radio, etc. 
• Handheld GPS, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 
• Obtain current Incident Action Plan (IAP), if available 
• Obtain schedule of appropriate meetings or conference calls 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current state and local 

priorities 
• Reporting requirements of the branches (essential elements of 

information [EEI]) 

   

11. Identify topics, issues and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

24. Notify the Safety Officer of any accidents. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

• Incident objectives 
• Coordination needs at the division level 
• Coordination needs at the state and local level 

   

26. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

27. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

28. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

29. Make any necessary organizational adjustments. D-3   

30. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

31. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

33. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

34. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

35. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

36. Share current information with co-workers and immediate 
supervisor. D-3   

37. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Coordinate with the program’s Branch Director to prepare for the 
Operations Tactics meeting. D-3   

39. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-3   

40. Ensure that task descriptions provide clear, concise direction and 
performance expectations that support the incident objectives. D-3   

41. Ensure that accurate operational information is included on the ICS 
215. D-3   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

42. Attend the Operations Tactics meeting if requested. D-3   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Attend scheduled Briefings as required (may be via conference 
call). D-3   

44. Conduct the Operations briefing for group personnel in person 
and/or remotely (e.g., conference call) and check for 
understanding. 

D-3 
  

• Discuss special safety considerations or hazards situations 
• Incident facilities, types, and location 
• Review the incident objectives 
• Review the current situation 
• Brief the Task Force Leaders, Crew Leaders, assigned managers, and 

group supervisors on their assignments 
• Discuss special safety considerations or situations 
• Brief on changes to the approved IAP if necessary 
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45. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

46. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

48. Hold personnel accountable for the execution of assigned tasks. D-3   

49. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

50. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

51. Consult with affected program areas on plans to re-task resources 
with the division, based on local operational requirements. D-3   

52. Request additional resources or release surplus resources. D-3   

53. Address logistical problems that subordinates report. D-3   

54. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

55. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

56. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

57. Keep assigned personnel informed of changes. D-3   
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58. Notify immediate supervisor of unit personnel status changes when 
they occur. D-3   

59. Make recommendations for next operational period to immediate 
supervisor. D-3   

60. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

61. Foster teamwork and emphasize a unified approach. D-3   

    

Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Ensure that local officials are receiving the necessary information 
and support in accordance with the Stafford Act. D-3   

63. Ensure that FEMA is hearing the concerns of local officials. D-3   

64. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-3   

65. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

66. Share critical information, tactics, and contingency plans with 
state, tribal, and local officials. D-3   

67. Take early action to mitigate or resolve coordination issues. D-3   

68. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

69. Foster teamwork and emphasize a unified approach. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

71. Explain how the unit’s assignments fit into the context of the 
bigger picture. D-3   

72. Establish work assignments and set priorities. D-3   

73. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

74. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

75. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

76. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

77. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

78. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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79. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

80. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

82. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

83. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Implement and monitor program activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Obtain disaster-specific passwords from the IABD for reports 
access through InfoView, and disseminate as required. D-3   

85. Maintain coordination with the State Grant Coordinating Officer 
(GCO) to ensure that adequate support is provided to the State as 
required for ONA Joint Processing Option. 

D-3 
  

86. Provide technical assistance to IABD on ONA/CC/DUA/DLS and 
Special Needs issues. D-3   

87. Review any outgoing press releases and other media messages 
related to ONA/CC/DUA/DLS to ensure accuracy of information. D-3   

88. Participate in IA senior staff meetings as required, and report on 
significant ONA/CC/DUA/DLS events, milestones, and/or issues 
during the reporting period. 

D-3 
  

89. Confirm that the IABD, OSC, and FCO are made aware of 
emerging issues that may escalate and require their intervention. D-3   

90. Coordinate with ONA, CC/DUA/DLS, and Special Needs team 
leaders to ensure that the programs are on track. D-3   



21 November 2011 HUMAN SERVICES GROUP SUPERVISOR (HSGS) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 15 

91. Share new policies, guidance, referrals, and other pertinent 
information with all HS Group staff in a timely manner. D-3   

92. Oversee important programmatic milestones, such as the ONA 
mid-program review, CC regular program application, closing of 
the 30-day DUA application period, etc. 

D-3 
  

93. Coordinate with the Comptroller and Team Leaders on a regular 
basis to ensure that adequate ONA/CC/DUA/DLS funds are 
available in the appropriate fund codes. 

D-3 
  

94. Oversee interaction among the components of HS and other IA 
departments, to ensure that applicants with special needs are 
referred to appropriate sources of assistance. 

D-3 
  

95. Facilitate HS staff meetings on a regular basis and encourage 
active participation by all team members. D-3   

    
Behavior/Activity: Oversee Group reports and file management activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

96. Review and/or develop NPSC pre-shift/flashes related to ONA and 
CC/DUA/DLS issues in coordination with NPSC Liaison. D-2   

97. Provide situation report information to IA Information 
Management. D-2   

98. Provide situation updates to the IABD in preparation for the FCO 
Briefing. D-2   

99. Encourage HS staff to capture significant problems, issues, and 
best practices for RAMP input. D-2   

100. Review and approve HS Group call down list. D-2   

    
Behavior/Activity: Manage Human Services staff 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

101. Demonstrate principles of leadership. D-2   

• Provide clear direction, assignments, and guidance 
• Structure and organize work activities 
• Maximize productivity 
• Fulfill the incident objectives 
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102. Recognize individual and team performance. D-2   

103. Assess and monitor the use of overtime hours. D-2   

104. Complete task book assessment records and discuss with direct 
reports. D-2   

    

Behavior/Activity: Act as primary point of contact for the Group 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

105. Prepare and present status and disaster-specific reports to 
immediate supervisor and State and/or Tribal partners, as 
appropriate. 

I 
  

106. Coordinate staff participation in conference calls. I   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

107. Negotiate the time of transition. I   

108. Provide for adequate overlap to ensure efficient transfer of duties. I   

109. Brief replacement on current situation. I   

110. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

111. Ensure that an effective transition of duties is accomplished. I   

112. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

113. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

114. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

115. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

116. Obtain performance appraisal from supervisor. I   

117. Report to the Training Unit upon completion of training 
assignment. I   

118. Make return travel arrangements. I   

119. Prepare the final travel voucher. I   

120. Return accountable property to Accountable Property Office 
(APO). I   

121. Submit final timesheet, appraisal form, and travel voucher. I   

122. Check out with the Automated Deployment Database (ADD). I   

123. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Human Services Group Supervisor (HSGS) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Human Services Group Supervisor (HSGS) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Human Services Group Supervisor (HSGS) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Human Services Manager (HSMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 



21 November 2011 HUMAN SERVICES MANAGER (HSMG) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 5 

Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 
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26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any necessary organizational adjustments. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   
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35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    
Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   

    
Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

41. Hold personnel accountable for the execution of assigned tasks. D-3   
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42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 
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53. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

61. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   
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Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Participate in the action planning process, when requested 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Coordinate with the IA Group Supervisor / Branch Director to 
prepare for the Operations Tactics meeting. D-3   

68. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-3   

69. Ensure that task descriptions provide clear, concise direction and 
performance expectations that support the incident objectives. D-3   

70. Ensure that accurate operational information is included on the ICS 
215. D-3   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

71. Attend the Operations Tactics meeting if requested. D-3   
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Behavior/Activity: Ensure Human Services Programs are properly implemented and executed 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Demonstrate comprehensive knowledge of statutory, regulatory, 
and FEMA policy related to the administration of ONA, CC, DUA 
and DLS, to include information sharing. 

D-3 
  

73. Verify that Specialists have performed program set up duties 
relevant to their assigned programs. D-3   

• NEMIS setup 
• IHP Configuration 
• Letter Setup for ONA 

   

74. Monitor Human Services Program delivery. D-3   

75. Ensure Human Services program funding is adequate at all times. D-3   

76. Serve as Subject Matter Expert on Human Services issues. D-3   

• Identify Specialist to participate in internal and external meetings with 
Human Services issues 

   

77. Solve problems and resolve issues related to the administration of 
ONA, CC, DUA, and DLS. D-3   

78. Inform immediate supervisor of ONA, CC, DUA, and DLS issues 
that may need higher-level support. D-3   

79. Review and edit official correspondence and reports prior to 
forwarding to next level supervisor. D-3   

80. Assign tasks and establish priorities to fulfill the incident 
objectives. D-3   

• Provide clear direction, job assignments, and guidance    

81. Provide Situation Report information to immediate supervisor or 
designee. D-3   

82. Review and forward program related Remedial Action 
Management Program (RAMP) issues to immediate supervisor or 
designee. 

D-3 
  

83. Ensure transition activities for Human Services Programs are 
accomplished in a timely manner. D-3   

• Ensure disaster files are complete for all programs at transition    
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Behavior/Activity: Supervise ONA Program 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Oversee ONA processing for Joint Option to ensure timeliness and 
accuracy. D-3   

• Disbursements of funds 
• Staffing 
• Recovery of funds 
• Mail processing 
• Appeals 

   

85. Ensure case processing training is completed for state staff in a 
Joint Option Program. D-3   

86. Review and edit the ONA Mid-Program Review, if required. D-3   

87. If Joint Option, confirm that the State can continue ONA 
processing without interruption, and provide a Regional POC to 
the State. 

D-3 
  

    

Behavior/Activity: Implement and monitor program activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Obtain disaster-specific passwords from immediate supervisor for 
reports access through InfoView, and disseminate as appropriate. D-3   

89. If the Joint Processing Option is being used for ONA, maintain 
coordination with the State Grant Coordinating Officer (GCO) to 
ensure that adequate support is provided to the State. 

D-3 
  

90. Provide technical assistance to IA Group Supervisor / Branch 
Director on ONA/CC/DUA/DLS and Special Needs issues. D-3   

91. Review any outgoing press releases and other media messages 
related to ONA/CC/DUA/DLS to ensure accuracy of information. D-3   

92. Participate in IA senior staff meetings as required, and report on 
significant ONA/CC/DUA/DLS events, milestones, and/or issues 
during the reporting period. 

D-3 
  

93. Confirm that the IABD, Operations, and FCO are made aware of 
emerging issues that may escalate and require their intervention. D-3   

94. Coordinate with ONA, CC/DUA/DLS, and Special Needs 
personnel to ensure that the programs are on track. D-3   
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95. Share new policies, guidance, referrals, and other pertinent 
information with all HS function staff in a timely manner. D-3   

96. Oversee important programmatic milestones, such as the ONA 
mid-program review, CC regular program application, closing of 
the 30-day DUA application period, etc. 

D-3 
  

97. Coordinate with the Comptroller and other Human Services 
personnel on a regular basis to ensure that adequate 
ONA/CC/DUA/DLS funds are available in the appropriate fund 
codes. 

D-3 
  

98. Oversee interaction among the components of HS and other IA 
functional areas, to ensure that applicants with special needs are 
referred to appropriate sources of assistance. 

D-3 
  

99. Facilitate HS staff meetings on a regular basis and encourage 
active participation by all team members. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

100. Negotiate the time of transition. I   

101. Provide for adequate overlap to ensure the efficient transfer of 
duties. I   

102. Brief replacement on current situation. I   

103. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

104. Ensure that an effective transition of duties is accomplished. I   

105. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

106. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

107. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

108. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

109. Obtain performance appraisal from supervisor. I   

110. Report to the Training Unit upon completion of training 
assignment. I   

111. Make return travel arrangements. I   

112. Prepare the final travel voucher. I   

113. Return accountable property to the Accountable Property Office 
(APO). I   

114. Submit final timesheet, appraisal form, and travel voucher. I   

115. Check out with the Automated Deployment Database (ADD). I   

116. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Human Services Manager (HSMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Human Services Manager (HSMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Human Services Manager (HSMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Human Services Task Force Leader (HSTL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate Forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   



21 November 2011 HUMAN SERVICES TASK FORCE LEADER (HSTL) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 7 

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 
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26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any necessary organizational adjustments. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   
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35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Coordinate with the IA Group Supervisor / Branch Director to 
prepare for the Operations Tactics meeting. D-3   

37. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-3   

38. Ensure that task descriptions provide clear, concise direction and 
performance expectations that support the incident objectives. D-3   

39. Ensure that accurate operational information is included on the ICS 
215. D-3   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

40. Attend the Operations Tactics meeting if requested. D-3   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Attend scheduled briefings as required. D-3   
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42. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

43. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

44. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

46. Hold personnel accountable for the execution of assigned tasks. D-3   

47. Delegate specific authority based on the assigned tasks to assigned 
Specialists. D-3   

48. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

49. Request additional resources or release surplus resources. D-3   

50. Address logistical problems that subordinates report. D-3   

51. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

52. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   
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53. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

54. Keep assigned personnel informed of changes. D-3   

55. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

56. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Ensure that local officials are receiving the necessary information 
and support in accordance with the Stafford Act. D-3   

58. Ensure FEMA is hearing the concerns of local officials. D-3   

59. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-3   

60. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

61. Share critical information, tactics, and contingency plans with 
state, tribal, and local officials. D-3   

62. Take early action to mitigate or resolve coordination issues. D-3   

63. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

64. Foster teamwork and emphasize a unified approach. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

66. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

67. Establish work assignments and set priorities. D-3   

68. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

69. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

70. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

71. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

72. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

73. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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74. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

75. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

76. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

77. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

78. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

79. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Execute Program funding requirements 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

80. Ensure funding is made available in accordance with the 
FEMA/State Agreement and Federal Grants Management 
requirements 

D-3 
  

81. Assign responsibility for financial management and recordkeeping. D-3   

82. Verify that Headquarters (HQ) has allocated initial funds for ONA D-3   

83. Initiate obligation of initial ONA funds in the appropriate fund 
code. D-3   

84. Oversee funding activities for CC/DUA/DLS D-3   
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Behavior/Activity: Implement and monitor program activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Obtain disaster-specific passwords from immediate supervisor for 
reports access through InfoView, and disseminate as required. D-3   

86. Maintain coordination with the State Grant Coordinating Officer 
(GCO) to ensure that adequate support is provided to the State as 
required for ONA Joint Processing Option. 

D-3 
  

87. Provide technical assistance to the IA Group Supervisor / Branch 
Director on ONA/CC/DUA/DLS and Special Needs issues. D-3   

88. Review any outgoing press releases and other media messages 
related to ONA/CC/DUA/DLS to ensure accuracy of information. D-3   

89. Participate in IA senior staff meetings as required, and report on 
significant ONA/CC/DUA/DLS events, milestones, and/or issues 
during the reporting period. 

D-3 
  

90. Confirm that the IA Group Supervisor / Branch Director, 
Operations Section Chief, and FCO are made aware of emerging 
issues that may escalate and require their intervention. 

D-3 
  

91. Coordinate with ONA, CC/DUA/DLS, and Special Needs 
personnel to ensure that the programs are on track. D-3   

92. Share new policies, guidance, referrals, and other pertinent 
information with all HS functional area staff in a timely manner. D-3   

93. Oversee important programmatic milestones, such as the ONA 
mid-program review, CC regular program application, closing of 
the 30-day DUA application period, etc. 

D-3 
  

94. Coordinate with the Comptroller and IA personnel on a regular 
basis to ensure that adequate ONA/CC/DUA/DLS funds are 
available in the appropriate fund codes. 

D-3 
  

95. Oversee interaction among the components of HS and other IA 
departments, to ensure that applicants with special needs are 
referred to appropriate sources of assistance. 

D-3 
  

96. Facilitate HS staff meetings on a regular basis and encourage 
active participation by all team members. D-3   
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Behavior/Activity: Oversee Human Services reports and file management activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

97. Review and/or develop NPSC pre-shift/flashes related to ONA and 
CC/DUA/DLS issues in coordination with NPSC Liaison. D-3   

98. Provide situation report information to IA Information 
Management. D-3   

99. Provide situation updates to immediate supervisor in preparation 
for the FCO Briefing. D-3   

100. Encourage HS staff to capture significant problems, issues, and 
best practices for RAMP input. D-3   

101. Review and approve Human Services call down list. D-3   

    

Behavior/Activity: Manage Human Services staff 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

102. Demonstrate principles of leadership. D-3   

• Provide clear direction, assignments, and guidance 
• Structure and organize work activities 
• Maximize productivity 
• Fulfill the incident objectives 

   

103. Recognize individual and team performance. D-3   

104. Assess and monitor the use of overtime hours. D-3   

105. Complete task book assessment records and discuss with direct 
reports. D-3   

    
Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 
Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

106. Negotiate the time of transition. I   

107. Provide for adequate overlap to ensure efficient transfer of duties. I   
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108. Brief replacement on current situation. I   

109. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

110. Ensure that an effective transition of duties is accomplished. I   

111. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

112. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

113. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

114. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    
Behavior/Activity: Properly check out of the incident 
Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

115. Obtain performance appraisal from supervisor. I   

116. Report to the Training Unit upon completion of training 
assignment. I   

117. Make return travel arrangements. I   

118. Prepare the final travel voucher. I   

119. Return accountable property to the Accountable Property Office 
(APO). I   

120. Submit final timesheet, appraisal form, and travel voucher. I   

121. Check out with the Automated Deployment Database (ADD). I   

122. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Human Services Task Force Leader (HSTL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Human Services Task Force Leader (HSTL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 
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I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  
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Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• IA Toolbox 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport (Required for Territory travel) 
• Federal/state agency identification  

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. E   

6. Obtain agency identification (badge) or other government-issued 
identifications as required. E   
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7. Obtain additional job-required equipment or supplies. E   

• Computer 
• Cellular, desk phone, satellite phone, radio, etc. 
• Handheld GPS, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 
• Iron Key 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 
• Obtain current Incident Action Plan (IAP), if available 
• Obtain schedule of appropriate meetings or conference calls 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current state and local 

priorities 
• Reporting requirements of the branches (essential elements of 

information [EEI]) 

   

11. Identify topics, issues and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

24. Notify the Safety Officer of any accidents. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

• Incident objectives 
• Coordination needs at the division level 
• Coordination needs at the state and local level 

   

26. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

27. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

28. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

29. Make any necessary organizational adjustments. D-3   

30. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

31. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

33. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

34. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

35. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

36. Share current information with co-workers, subordinates, and 
immediate supervisor. D-3   

37. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Coordinate with the program’s Branch Director to prepare for the 
Operations Tactics meeting. D-3   

39. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-3   

40. Ensure that task descriptions provide clear, concise direction and 
performance expectations that support the incident objectives. D-3   

41. Ensure that accurate operational information is included on the ICS 
215. D-3   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

42. Attend the Operations Tactics meeting, as required. D-3   

43. When directed, coordinate with DIVS (if assigned), TFLDs, 
SOFR, and assigned ESFs to prepare for the Operations Tactics 
Meeting. 

D-2 
  

• Obtain direction from the Branch Director or OSC for the next 
operational period 

• Use ICS 215) to develop tasks and identify resource assignments 
• Ensure written task descriptions provide clear, concise direction, and 

performance expectations 
• Identify reporting locations, reporting time, logistical needs, and any 

other special support needs 
• Identify kind, type, and number of resources required using the 

resource identifier (Task Force #3) if known or carried over from a 
previous IAP assignment 
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44. When directed, participate in the Operations Tactics Meeting to 
review and finalize ICS 215. D-2   

• Ensure actions support incident objectives 
• Are the appropriate kind, type, and number of resources assigned to 

accomplish the task 
• Clearly identify logistical needs 
• Verify that safety and security  has been addressed 
• Ensure instructions are clear and complete with sufficient detail for 

development of Assignment List ICS 204) by the Resource Unit 
• Provide input to update the Incident Map 
• Identify additional resources needed and/or surpluses 

   

45. Verify that needed resources identified on the ICS 215 for the 
Group at the Tactics Meeting have been ordered. D-2   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Attend scheduled Briefings as required (may be via conference 
call). D-3   

47. Conduct the Operations briefing for group personnel in person 
and/or remotely (e.g., conference call) and check for 
understanding. 

D-3 
  

• Discuss special safety considerations or hazards situations 
• Incident facilities, types, and location 
• Review the incident objectives 
• Review the current situation 
• Brief the Task Force Leaders, Crew Leaders, assigned managers, and 

group supervisors on their assignments 
• Brief on changes to the approved IAP if necessary 

   

48. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

49. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

51. Hold personnel accountable for the execution of assigned tasks. D-3   

52. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

53. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

54. Consult with affected program areas on plans to re-task resources 
with the division, based on local operational requirements. D-3   

55. Request additional resources or release surplus resources. D-3   

56. Address logistical problems that subordinates report. D-3   

57. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

58. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

59. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

60. Keep assigned personnel informed of changes. D-3   

61. Notify immediate supervisor of unit personnel status changes when 
they occur. D-3   

62. Make recommendations for next operational period to immediate 
supervisor. D-3   

63. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

64. Foster teamwork and emphasize a unified approach. D-3   
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Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Ensure that local officials are receiving the necessary information 
and support in accordance with the Stafford Act. D-3   

66. Ensure that FEMA is hearing the concerns of state/local officials. D-3   

67. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-3   

68. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

69. Share critical information, tactics, and contingency plans with 
state, tribal, and local officials. D-3   

70. Take early action to mitigate or resolve coordination issues. D-3   

71. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

72. Foster teamwork and emphasize a unified approach. D-3   

    
Behavior/Activity: Demonstrate effective supervisory and leadership principles 
Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

74. Explain how the unit’s assignments fit into the context of the 
bigger picture. D-3   
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75. Establish work assignments and set priorities. D-3   

76. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

77. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

78. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

79. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

80. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

81. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

82. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

83. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

85. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

86. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Coordinate with immediate supervisor to ensure timely implementation of the Individuals 
and Households Program (IHP) 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

87. Ensure responsibility for financial management tracking and 
recordkeeping. D-2   

• Ensure sufficient funds have been allocated and obligated for all HA 
programs, including funding requirements for the Inspection Services 
contractor 

• Review NEMIS setup, including IHP Configuration and Letter Setup 
Checklist, in coordination with IABD, Other Needs Assistance Team 
Leader, and National Processing Service Center (NPSC) 

• Ensure program specific calls are completed in a timely manner 

   

88. Review Disaster Processing Procedures (DPP) and identify 
disaster-specific issues that may require changes to the DPP as 
written. 

D-2 
  

89. Review and make recommendations on disaster-specific issues to 
immediate supervisor. D-2   

• Inspection process 
• Case processing 
• Forms or delivery of assistance 

   

90. Review Inspection Guidelines and participate in Contractor’s Pre-
Briefing. D-2   

91. Obtain disaster-specific passwords from immediate supervisor for 
reports access and disseminate to Team Leaders. D-2   

• InfoView 
• NEMIS 
• NACS 

   

92. Develop a housing strategy and make recommendations to 
immediate supervisor. D-2   

• Special circumstances 
• Traditional forms of assistance 
• Non-traditional forms of assistance 
• Working with State/Tribal  partners 

   

93. Develop a staffing plan for the Housing functional area. D-2   
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Behavior/Activity: Determine the need for Direct Housing and/or other projects 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Review Preliminary Damage Assessment data, news releases, and 
American Red Cross damage assessment reports to identify 
severely impacted and/or isolated communities. 

D-2 
  

95. Coordinate with the immediate supervisor and other housing 
partners to determine the need for a Direct Housing mission and/or 
other projects. 

D-2 
  

• Partners 
• State Led Housing Task Force (SLHTF) 
• Regional Mission Planning Team (MPT) 
• Headquarters Mission Planning Team (MPT) 
• Projects 
• Needs Assessment 
• Housing resources 
• Other alternative programs 

   

96. Communicate with immediate supervisor, Operations Section 
(OPS), Federal Coordinating Officer (FCO), State, and notify 
Regional Office, FEMA Headquarters (HQ) and the Comptroller 
of direct housing mission requirements. 

D-2 
  

97. Prepare a Housing Plan that supports a direct housing mission in 
coordination with immediate supervisor and State-Led Housing 
Task Force. 

D-2 
  

    

Behavior/Activity: Manage special housing projects as required 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

98. Define the scope of the mission/project in coordination with 
immediate supervisor, OSC, FCO, State, Regional Office, and 
FEMA Headquarters (HQ). 

D-2 
  

• Regulations and restraints 
• Utilization of all available resources 
• Costs and Benefits 

   

99. Prepare a Requisition and Commitment for Services and Supplies 
(FEMA Form 40-01)for obligation of funds and signatures. D-2   
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100. Identify and review any pre-scripted mission assignments or other 
delivery vehicles for the proposed project. D-2   

• Make modifications to existing pre-scripted mission assignments, 
IAAs, or other delivery vehicles with immediate supervisor, Region, 
and HQ 

• Establish an Inter-Agency Agreement (IAA), or other contract vehicle, 
in coordination with immediate supervisor, OSC, FCO,  Regional 
Office, and  FEMA Headquarters 

   

101. Develop a project plan. D-2   

• Critical paths 
• Milestones 
• Timelines 

   

102.  Deploy and supervise Contracting Officer Technical 
Representatives (COTRs) as required in coordination with 
Contracting Officer. 

D-2 
  

103. Monitor and direct project performance. D-2   

104. Monitor, track, and communicate milestones and deliverables. D-2   

105. Track expenditures, obligations, and de-obligations in coordination 
with Finance/Administration Section. D-2   

106. Serve as central point of contact for inquires about the project. D-2   

107. Evaluate completion of project performance as related to the 
Project Plan. D-2   

108. Maintain records detailing all phases of the project. D-2   

    

Behavior/Activity: Maintain communication with HQ, NPSC, State, Other Federal Agencies (OFA), and JFO 
partners 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

109. Participate in Individual Assistance (IA) senior staff meetings as 
required, and report on significant Housing Assistance (HA) 
events, milestones, and/or issues that were active during the 
reporting period. 

D-2 
  

110. Inform immediate supervisor of emerging housing issues, and 
provide recommendations. D-2   

111. Submit situation reports and action planning input in a timely 
manner. D-2   
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112. Maintain regular communication with Other Federal Agencies 
(OFAs), and State/Tribal partners to avoid duplication of 
assistance and to identify trends and emerging issues. 

D-2 
  

• Small Business Administration (SBA) 
• United States Department of Agriculture (USDA) Rural Development 
• JFO Partners 

   

113. Communicate and coordinate with the NPSC Liaison and 
Inspection Services Coordinator (ISC). D-2   

• Coordinate with the ISC to ensure that inspections are accurate and 
timely, and that inspectors are aware of disaster-specific issues that 
may affect their safety or job performance 

• Coordinate with NPSC Liaison to provide input for Pre-Shift notices 
regarding disaster-specific issues 

• Track and resolve HA-related issues referred by partners 

   

114. Coordinate with External Affairs to develop disaster-related 
messages. D-2   

• Special needs 
• Language 
• Disabilities 

   

    

Behavior/Activity: Oversee implementation and management of HA provision of IHP 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

115. Manage HA implementation in compliance with Federal law, 
regulations, policies, and standard operating procedures. D-2   

116. Monitor Registration and Inspection activity reports, and HA status 
reports daily to ensure that assistance is provided in a consistent 
and timely manner. 

D-2 
  

117. Monitor financial status reports, and complete program cost 
estimates. D-2   

118. Coordinate with the immediate supervisor and Comptroller on a 
regular basis to ensure that adequate HA funds are available in the 
appropriate fund codes for Financial Assistance and Direct 
Housing. 

D-2 
  

119. Monitor that significant issues are brought to the attention of 
immediate supervisor and HQ, if directed. D-2   

• Policy 
• Case processing delays/mistakes 
• Proposed solutions 
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120. Conduct regular meetings with subordinates. D-2   

• Current program status 
• Milestones 
• Obstacles 
• Trends 
• Staffing issues 

   

121. Coordinate with the Voluntary Agency function to ensure that each 
applicant who receives a maximum Individual Housing Program 
(IHP) award for Housing Assistance (HA) is referred for additional 
assistance, unmet needs assistance, and other programs as 
applicable. 

D-2 

  

122. Coordinate with the Information Management function to initiate 
setup of records and files with the goal of transitioning complete 
and well-organized HA records to the appropriate Region. 

D-2 
  

123. Brief staff members on the Incident Action Plan and information 
received from meetings. D-2   

124. Maintain official records and files for each component of HA. D-2   

    

Behavior/Activity: Provide required reports 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

125. Obtain periodic status reports from staff and partners. D-2   

• SBA 
• HUD 
• USDA 

   

126. Provide situation report and action planning information to IA 
Information Management. D-2   

127. Provide situation updates to immediate supervisor in preparation 
for Command staff Briefings. D-2   

128. Maintain an Activity Log (ICS 214). D-2   
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Behavior/Activity: Close IA Branch of the JFO and transition to the Regional Office 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

129. Coordinate with immediate supervisor to develop and carry out a 
rightsizing plan to ensure that all HA functions are adequately 
staffed. 

D-2 
  

130. Monitor staff levels and ensure subordinates provide release 
information to staff in a timely manner. D-2   

131. Coordinate with the Comptroller and immediate supervisor to de-
allocate/de-obligate HA funds prior to transition of the IA function 
to the Region. 

D-2 
  

132. Prepare a transition memo to immediate supervisor that includes 
up-to-date HA status at the time of transition. D-2   

133. Coordinate the release of NPSC Liaison and ISC through 
immediate supervisor and NPSC. D-2   

134. Coordinate with the Information Management Group to prepare 
and package HA files for transition to the Regional Office, in 
accordance with instructions from immediate supervisor. 

D-2 
  

 

Behavior/Activity: Act as primary point of contact for the Group 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

135. Prepare and present status and disaster-specific reports to 
immediate supervisor and State and/or Tribal partners, as 
appropriate. 

I 
  

136. Coordinate staff participation in conference calls. I   
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Behavior/Activity: Document in writing all significant decisions and facts relative to activities on the Incident 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

137. Maintain a log documenting significant unit decisions relating to 
the incident. I   

• ICS 214)    

138. Maintain a unit personnel log. I   

• Staff deployment and demobilization schedule 
• Rotations 
• Counseling recommendations and actions 
• Evaluation completion 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

139. Negotiate the time of transition. I   

140. Provide for adequate overlap to ensure efficient transfer of duties. I   

141. Brief replacement on current situation. I   

142. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

143. Ensure that an effective transition of duties is accomplished. I   

144. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

145. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

146. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

147. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

148. Prepare transition memo to immediate supervisor that includes up- 
to- date functional area status at time of transition. D-3   

149. Dispose of non archived files and materials at termination of 
activities. D-3   

150. Prepare official files for transfer to Region. D-3   

• Incident records shipped to appropriate Region    

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

151. Obtain performance appraisal from supervisor. I   

152. Report to the Training Unit upon completion of training 
assignment. I   

153. Make return travel arrangements. I   

154. Prepare the final travel voucher. I   

155. Return accountable property to Accountable Property Office 
(APO). I   

156. Submit final timesheet, appraisal form, and travel voucher. I   

157. Check out with the Automated Deployment Database (ADD). I   

158. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Housing Group Supervisor (HUGS) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Housing Group Supervisor (HUGS) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Housing Group Supervisor (HUGS) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Housing Task Force Leader (HUTL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate Forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 
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26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any necessary organizational adjustments. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   
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35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    
Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   

    
Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

41. Hold personnel accountable for the execution of assigned tasks. D-3   
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42. Delegate specific authority based on the assigned tasks to assigned 
Specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Ensure that local officials are receiving the necessary information 
and support in accordance with the Stafford Act. D-3   

53. Ensure FEMA is hearing the concerns of local officials. D-3   

54. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-3   

55. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

56. Share critical information, tactics, and contingency plans with 
state, tribal, and local officials. D-3   

57. Take early action to mitigate or resolve coordination issues. D-3   
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58. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

59. Foster teamwork and emphasize a unified approach. D-3   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

60. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

61. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

62. Establish work assignments and set priorities. D-3   

63. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

64. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

65. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 
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66. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

67. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

68. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

69. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

70. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

71. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

73. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

74. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Coordinate with Individual Assistance immediate supervisor to ensure timely 
implementation of the Individuals and Households Program (IHP) 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Ensure responsibility for financial management tracking and 
recordkeeping. D-3   

• Ensure sufficient funds have been allocated and obligated for all HA 
programs, including funding requirements for the inspection services 
contractor 

• Review NEMIS setup, including IHP Configuration and Letter Setup 
Checklist, in coordination with IABD, Other Needs Assistance Team 
Leader, and National Processing Service Center (NPSC) 

   

76. Review Disaster Processing Procedures (DPP) Manual and identify 
disaster-specific issues that may require changes to the DPP as 
written. 

D-3 
  

77. Review and make recommendations on disaster-specific issues, 
with immediate supervisor. D-3   

• Inspection process 
• Case processing 
• Forms or delivery of assistance 

   

78. Review Inspection Guidelines and participate in Contractor’s Pre-
Briefing. D-3   

79. Obtain needed passwords and access to current roles from 
immediate supervisor for reports access and disseminate to Team 
Leaders. 

D-3 
  

• InfoView 
• NEMIS 
• NACS 
• HSIN 

   

80. Develop a staffing plan. D-3   

    

Behavior/Activity: Determine the need for Direct Housing and/or other projects 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Review Preliminary Damage Assessment data, news releases, and 
American Red Cross damage assessment reports to identify 
severely impacted and/or isolated communities. 

D-3 
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82. Coordinate with immediate supervisor and other housing partners 
to determine the need for a Direct Housing mission and/or other 
projects. 

D-3 
  

• State Led Housing Task Force (SLHTF) 
• Regional Mission Planning Team (MPT) 
• Headquarters Mission Planning Team (MPT) 
• Blue Roof 
• Rapid Temporary Repair (RTR) 
• Permanent Housing Construction 
• Housing resources 
• Population demographics 
• Geographic restrictions 
• Additional staffing requirements for Pre-Placement Interviews (PPI) 
• Other alternative programs 

   

83. Develop a housing strategy and make recommendations to 
immediate supervisor. D-3   

• Traditional forms of assistance 
• Non-traditional forms of assistance 
• Working with State/Tribal counterparts 

   

84. Prepare a Housing Plan that supports a direct housing mission in 
coordination with immediate supervisor and State-Led Housing 
Task Force. 

D-3 
  

85. Coordinate with immediate supervisor, Operations (OPS), Federal 
Coordinating Officer (FCO) and notify FEMA Headquarters (HQ) 
and the Comptroller of the need for a direct housing mission if 
determined that one is needed. 

D-3 
  

    

Behavior/Activity: Manage special housing projects as required 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

86. Define the scope of the mission/project in coordination with 
immediate supervisor, Region, and Head Quarters (HQ). D-3   

• Regulations and restraints 
• Utilization of all available resources 
• Costs and Benefits 

   

87. Develop a project plan. D-3   

• Critical paths 
• Milestones 
• Timelines 
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88. Prepare a Requisition and Commitment for Services and Supplies 
(FEMA Form 40-01) for obligation of funds and signatures. D-3   

89. Identify and review any pre-scripted mission assignments or other 
delivery vehicles for the proposed project. D-3   

• Make any needed modifications to existing pre-scripted mission 
assignments, Inter-Agency Agreement IAAs, or other delivery vehicles 
with immediate supervisor, Region, and HQ 

• Establish an IAA, or other contract vehicle, in coordination with 
immediate supervisor and Headquarters 

   

90. Nominate and supervise a Contracting Officer Technical 
Representative (COTR) if needed. D-3   

91. Monitor and direct project performance. D-3   

92. Monitor and track milestones and deliverables. D-3   

93. Track expenditures, obligations, and de-obligations in 
Coordination with Finance Section. D-3   

94. Serve as central point of contact for inquires about the project. D-3   

95. Evaluate completion of project performance as related to the 
Project Plan. D-3   

96. Maintain records detailing all phases of the project. D-3   

    

Behavior/Activity: Maintain communication with HQ, NPSC, State, Other Federal Agencies (OFA), and JFO 
partners 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

97. Participate in Individual Assistance (IA) senior staff meetings as 
required, and report on significant Housing Assistance (HA) 
events, milestones, and/or issues that were active during the 
reporting period. 

D-3 
  

98. Inform immediate supervisor of emerging housing issues. D-3   

99. Submit situation reports and action planning input in a timely 
manner. D-3   

100. Maintain regular communication with Other Federal Agencies 
(OFAs), and State/Tribal partners to avoid duplication of 
assistance and to identify trends and emerging issues. 

D-3 
  

• Small Business Administration (SBA) 
• United States Department of Agriculture (USDA) Rural Development 
• JFO Partners 
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101. Communicate and coordinate with the NPSC Liaison and 
Inspection Services Coordinator (ISC). D-3   

• Coordinate with the ISC to ensure that inspections are accurate and 
timely, and that inspectors are aware of disaster-specific issues that 
may affect their safety or job performance 

• Coordinate with NPSC Liaison to provide input for Pre-Shift notices 
regarding disaster-specific issues 

• Track and resolve HA-related issues referred by partners 

   

102. Coordinate with External Affairs to develop disaster-related 
messages. D-3   

• Special needs communities 
• Communities with different language needs 
• Disabled community 

   

    

Behavior/Activity: Oversee implementation and management of HA provision of IHP 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

103. Manage HA implementation in compliance with Federal law, 
regulations, and standard operating procedures. D-3   

104. Monitor Registration and Inspection activity reports, and HA status 
reports daily to ensure that assistance is provided in a consistent 
and timely manner. 

D-3 
  

105. Monitor financial status reports, and assist immediate supervisor 
with program cost estimates. D-3   

106. Coordinate with immediate supervisor and Comptroller on a 
regular basis to ensure that adequate HA funds are available in the 
appropriate fund codes for Financial Assistance and Direct 
Housing. 

D-3 
  

107. Monitor that significant issues are brought to the attention of 
immediate supervisor and HQ, if directed. D-3   

• Policy 
• Case processing delays/mistakes 
• Proposed solutions 

   

108. Conduct regular meetings with subordinates. D-3   

• Current program status 
• Milestones 
• Obstacles 
• Trends 
• Staffing issues 
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109. Coordinate with the Voluntary Agency function to ensure that each 
applicant who receives a maximum Individual Housing Program 
(IHP) award for Housing Assistance (HA) is referred for unmet 
needs assistance. 

D-3 
  

110. Coordinate with the Information Management group to initiate 
setup of records and files with the goal of transitioning complete 
and well-organized HA records to the appropriate Region. 

D-3 
  

111. Brief staff members on the Incident Action Plan and information 
received from meetings. D-3   

112. Maintain official records and files for each component of HA. D-3   

    

Behavior/Activity: Provide required reports 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

113. Obtain periodic status reports from staff and partners. D-3   

• SBA 
• HUD 
• USDA 
• State/Territory 

   

114. Provide situation report and action planning information to the 
Information Management Group. D-3   

115. Provide situation updates to immediate supervisor in preparation 
for FCO Briefings. D-3   

116. Maintain Activity Log (ICS 214). D-3   

117. Ensure plans, reports, etc. are part of the disaster file setup. D-3   

    

Behavior/Activity: Close IA function at the JFO and transition to the Regional Office 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

118. Coordinate with immediate supervisor to develop and carry out a 
rightsizing plan to ensure that all HA functions are adequately 
staffed. 

D-3 
  

119. Monitor staff levels and ensure subordinates provide release 
information to staff in a timely manner. D-3   
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120. Coordinate with the Comptroller and immediate supervisor to de-
allocate/de-obligate HA funds prior to transition of the IA function 
to the Region as appropriate. 

D-3 
  

121. Prepare a transition memo for immediate supervisor that includes 
up-to-date HA status at the time of transition. D-3   

122. Coordinate the release of NPSC Liaison and ISC through 
immediate supervisor and NPSC. D-3   

123. Coordinate with IA Information Management to prepare and 
package HA files for transition to the Regional Office, in 
accordance with instructions from immediate supervisor. 

D-3 
  

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

124. Negotiate the time of transition. I   

125. Provide for adequate overlap to ensure efficient transfer of duties. I   

126. Brief replacement on current situation. I   

127. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

128. Ensure that an effective transition of duties is accomplished. I   

129. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

130. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

131. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

132. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

133. Obtain performance appraisal from supervisor. I   

134. Report to the Training Unit upon completion of training 
assignment. I   

135. Make return travel arrangements. I   

136. Prepare the final travel voucher. I   

137. Return accountable property to the Accountable Property Office 
(APO). I   

138. Submit final timesheet, appraisal form, and travel voucher. I   

139. Check out with the Automated Deployment Database (ADD). I   

140. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Housing Task Force Leader (HUTL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Housing Task Force Leader (HUTL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Housing Task Force Leader (HUTL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

IA Group Supervisor (IAGS) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. E   

6. Obtain agency identification (badge) or other government-issued 
identifications. E   
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7. Obtain additional job-required equipment or supplies. E   

• Computer 
• Cellular, desk phone, satellite phone, radio, etc. 
• Handheld GPS, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 
• Obtain current Incident Action Plan (IAP), if available 
• Obtain schedule of appropriate meetings or conference calls 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current state and local 

priorities 
• Reporting requirements of the branches (essential elements of 

information [EEI]) 

   

11. Identify topics, issues and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

24. Notify the Safety Officer of any accidents. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

• Incident objectives 
• Coordination needs at the division level 
• Coordination needs at the state and local level 

   

26. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

27. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

28. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

29. Make any necessary organizational adjustments. D-3   

30. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

31. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

33. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

34. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

35. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

36. Share current information with co-workers and immediate 
supervisor. D-3   

37. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Coordinate with immediate supervisor to prepare for the 
Operations Tactics meeting. D-3   

39. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-3   

40. Ensure that task descriptions provide clear, concise direction and 
performance expectations that support the incident objectives. D-3   

41. Ensure that accurate operational information is included on the ICS 
215. D-3   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

42. Attend the Operations Tactics meeting if requested. D-3   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Attend scheduled Briefings as required (may be via conference 
call). D-3   

44. Conduct the Operations briefing for group personnel in person 
and/or remotely (e.g., conference call) and check for 
understanding. 

D-3 
  

• Discuss special safety considerations or hazards situations 
• Incident facilities, types, and location 
• Review the incident objectives 
• Review the current situation 
• Brief the Task Force Leaders, Crew Leaders, assigned managers, and 

group supervisors on their assignments 
• Discuss special safety considerations or situations 
• Brief on changes to the approved IAP if necessary 
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45. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

46. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

48. Hold personnel accountable for the execution of assigned tasks. D-3   

49. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

50. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

51. Consult with affected program areas on plans to re-task resources 
with the division, based on local operational requirements. D-3   

52. Request additional resources or release surplus resources. D-3   

53. Address logistical problems that subordinates report. D-3   

54. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

55. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

56. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

57. Keep assigned personnel informed of changes. D-3   
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58. Notify immediate supervisor of unit personnel status changes when 
they occur. D-3   

59. Make recommendations for next operational period to immediate 
supervisor. D-3   

60. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

61. Foster teamwork and emphasize a unified approach. D-3   

    

Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Ensure that local officials are receiving the necessary information 
and support in accordance with the Stafford Act. D-3   

63. Ensure that FEMA is hearing the concerns of local officials. D-3   

64. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-3   

65. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

66. Share critical information, tactics, and contingency plans with 
state, tribal, and local officials. D-3   

67. Take early action to mitigate or resolve coordination issues. D-3   

68. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

69. Foster teamwork and emphasize a unified approach. D-3   

  



21 November 2011 IA GROUP SUPERVISOR (IAGS) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 13 

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

71. Explain how the unit’s assignments fit into the context of the 
bigger picture. D-3   

72. Establish work assignments and set priorities. D-3   

73. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

74. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

75. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

76. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

77. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

78. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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79. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

80. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

82. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

83. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Coordinate Section program and financial responsibilities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Coordinate with the National Processing Servicing Center (NPSC) 
on disaster specific National Emergency Management Information 
System (NEMIS) set up to ensure timely Individuals and 
Households Program (IHP) startup and program implementation, 
contractor pre-briefings, and referral information. 

E 

  

85. Provide initial programmatic financial management oversight and 
coordination with Operations Section Chief (OSC), and 
Finance/Administration Section Chief and make adjustments as 
needed. 

E 
  

• Request for Allocation Advice (RAA) 
• Disaster Projections Report (DPR) 
• Obligations 

   

86. Coordinate with Finance/Administration Section to include 
Contract Support. E   

87. Approve Requisition for Supplies, Equipment, Services, Personnel 
and/or Teams (FEMA Form 143-0-1) as appropriate. E   
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88. Review and approve Requisition and Commitment for Services 
and Supplies (FEMA Form 40-01) in Enterprise Coordination and 
Approvals Processing System (ECAPS) as the Approving Official 
as directed. 

E 
  

89. When delegated by the OSC, review and approve FEMA Form 40-
01s, in ECAPS as the Approving Official in a timely manner. E   

90. As directed by immediate supervisor, approve FEMA, State, Other 
Federal Agency, and Contractor employee access rights to NEMIS 
using NACS (NEMIS Access Control), when applicable. 

E 
  

    

Behavior/Activity: Participate in and ensure the development of plans 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Participate in the preparation of plans. D-2   

• Evacuation Plans (incident personnel) 
• Continuity of Operations Plan (COOP) 
• Strategic Plan 
• Transition Plan 
• Demobilization Plan 

   

92. Ensure the development of IA plans. D-2   

• IA Timelines 
• Housing Plan 
• IA Plan 
• MC/EA Support 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

93. Negotiate the time of transition. I   

94. Provide for adequate overlap to ensure efficient transfer of duties. I   

95. Brief replacement on current situation. I   

96. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 
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97. Ensure that an effective transition of duties is accomplished. I   

98. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

99. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

100. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

101. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

102. Prepare transition memo that includes up-to-date status at time of 
transition D-3   

103. Prepare documents for disposal or transfer to the Region as 
appropriate. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

104. Obtain performance appraisal from supervisor. I   

105. Report to the Training Unit upon completion of training 
assignment. I   

106. Make return travel arrangements. I   

107. Prepare the final travel voucher. I   

108. Return accountable property to Accountable Property Office 
(APO). I   

109. Submit final timesheet, appraisal form, and travel voucher. I   

110. Check out with the Automated Deployment Database (ADD). I   

111. Check out of JFO with the IT Service Manager in the 
Communication Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

 IA Group Supervisor (IAGS) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 



21 November 2011 IA GROUP SUPERVISOR (IAGS) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 19 

Evaluation Record 

 
TRAINEE NAME 

 IA Group Supervisor (IAGS) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

IA Group Supervisor (IAGS) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

IA Branch Director Type I (IBD1) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed during the first 72 hours of 
the assignment in a personal go-kit. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Position job aids if available 
• IA Toolbox 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to “Common Responsibilities” (Chapter 2, 
IMH). I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   
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6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 
• Iron Key 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain situational information relevant to your assignment. I   

• Resources currently assigned to branch 
• Resources en route and/or ordered for branch 
• Incident facilities, types, and location 
• Incident objectives 
• Political issues and sensitivities 
• Staging areas, camps, area field offices and other incident facilities 
• Information from other personnel responsible for the branch or area of 

responsibility prior to your arrival, if applicable 
• Review FEMA/state agreement if approved 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 
• Current state and local priorities 

   

11. Identify issues and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS forms. I   

13. Maintain appropriate span of control. I   

14. Use common terminology. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, welfare, and accountability of all branch 
personnel. D-3   

17. Recognize potentially hazardous situations. D-3   

18. Communicate potentially hazardous situations. D-3   

19. Use personal protective equipment (PPE) as issued. D-3   

20. Safeguard property and equipment. D-3   

21. Provide current information for the call-down roster. D-3   

22. Maintain the integrity of the call-down roster. D-3   

23. Verify that special precautions are taken when hazards exist. D-3   

24. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-3   

25. Notify the Safety Officer of any accidents. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Determine if the organizational structure is appropriate. D-3   

• Incident objectives and immediate supervisor direction 
• Emergency Support Functions (ESFs) assigned 
• Coordination needs at the state and local level 

   

27. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Unity of command 
• Proper ICS positions 

   

28. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned. D-3   

• Location and status of assigned resources 
• Resource identifier, if assigned (e.g., Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

29. Check to ensure subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

30. Discuss findings and recommendations with immediate supervisor 
as necessary. D-3   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs, if applicable 

   

31. Make any necessary organizational adjustments. D-3   

32. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

33. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

35. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

36. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

37. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

38. Share current information with co-workers and immediate 
supervisor. I   

39. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

40. Keep Command and General Staff informed. D-3   

• Current information 
• Significant changes 
• Significant decision and actions 

   

41. Provide the Situation Unit Leader with branch information for the 
situation report (SitRep). D-3   
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Behavior/Activity: Participate in the incident action planning process, when requested  

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Anticipate the branch’s support to Operations for the next 
operational period. D-3   

43. Determine branch support capabilities based on anticipated needs. D-3   

44. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-2   

45. Write task descriptions providing clear, concise direction, and 
performance expectations  D-2   

46. Ensure that accurate operational information is included on the ICS 
215. D-2   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

47. Ensure the branch’s participation in the Operations Tactics meeting 
when the branch’s support is required. D-3   

• Discuss with the Operations Section Chief (OSC) if the branch’s 
attendance is required 

• Identify additional branch resources needed to support the next 
operational period plan 

• If shortfalls exist, communicate them to the OSC 

   

48. Verify that additional resources identified on the ICS 215 for the 
branch/group at the Tactics meeting have been ordered. D-2   

49. Attend the Command and General Staff planning meeting. D-3   

• Review the IAP 
• Recommend corrections/adjustments to the IAP 
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Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Attend scheduled briefings as required. D-3   

51. Brief your direct report staff on the details of the branch’s support 
to the IAP following the Operations briefing. D-3   

• Remind direct report staff that all supervisory personnel need to be 
briefed 

• Ensure that assignments are clear and provide additional information 
needed 

• Discuss special safety considerations or situations 

   

52. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

53. Brief immediate supervisor on results of debriefings. D-3   

    
Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency:  Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

55. Hold personnel accountable for the execution of assigned tasks. D-3   

56. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

57. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

58. Request additional resources or release surplus resources. D-3   
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59. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

60. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

61. Ensure that the work completed is consistent with direction, policy, 
and incident objectives. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

62. Keep assigned personnel informed of changes. D-3   

63. Notify Resource Unit Leader of all resource status changes when 
they occur. D-3   

    

Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Ensure that local officials are receiving the necessary information 
and support in accordance with the Stafford Act. D-2   

65. Ensure that FEMA is hearing the concerns of local officials. D-2   

66. Ensure that you are receiving the necessary support and 
information from state and local officials to fulfill your mission. D-2   

67. Coordinate with other federal agencies (OFAs) operating under 
their own authority regarding: D-2   

• Potential conflicts 
• Duplication of effort 
• Communications 

   

68. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-2   

69. Share critical information, tactics, and contingency plans with 
state, tribal, and local officials. D-2   

70. Take early action to mitigate or resolve coordination issues. D-2   

71. Collaborate with the state in encouraging and supporting local 
incident action planning. D-2   

72. Foster teamwork and emphasize a unified approach. D-2   
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Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage development of plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Participate in the preparation of incident plans. D-3   

• Strategic Plan 
• Functional plans 
• Demobilization Plan 
• Evacuation Plan (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

74. Solicit input from appropriate branch personnel during the plan 
development and provide them an opportunity to review the draft 
document. 

D-3 
  

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

76. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

77. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. I   

78. Represent FEMA in a professional manner when working with 
internal and external parties. I   

79. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

80. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

81. Show subordinates how their assignments support the overall 
management of the incident. D-3   

82. Establish work assignments and set priorities. D-3   

83. Take corrective action when problems arise. D-3   

84. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

85. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

86. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

87. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

88. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

89. Prepare and discuss formal performance evaluations. D-3   
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90. Create a work environment that provides mutual respect and equal 
opportunity for branch personnel. D-3   

91. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

92. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

93. Write performance appraisals and discuss the results with direct 
report staff. D-3   

    

Behavior/Activity: Coordinate Branch program and financial responsibilities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Coordinate with the National Processing Servicing Center (NPSC) 
on disaster specific National Emergency Management Information 
System (NEMIS) set up to ensure timely Individuals and 
Households Program (IHP) startup and implementation, contractor 
pre-briefings, and referral information. 

D-1 

  

95. Provide initial programmatic financial management oversight and 
coordination with Operations Section Chief (OCS) and 
Finance/Admin Section Chief (FSC). 

D-1 
  

• Request for Allocation Advice (RAA) 
• Disaster Projections Report (DPR) 
• Obligations 

   

96. Coordinate with Finance/Admin Section to include Contract 
Support D-1   

97. Approve Requisition for Supplies, Equipment, Services, Personnel 
and/or Teams (FEMA Form 143-0-1) as appropriate. D-1   

98. Review and approve Requisition and Commitment for Services 
and Supplies (FEMA Form 40-01s) in Enterprise Coordination and 
Approvals Processing System (ECAPS) as the Approving Official 
in a timely manner, as directed. 

D-1 
  

99. Approve FEMA, State, Other Federal Agency, and Contractor 
employee access rights to NEMIS using NACS (NEMIS Access 
Control) as directed. 

D-1 
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Behavior/Activity: Execute the IAP, assess progress, and make necessary adjustments 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

100. Delegate authority based on assigned tasks to Ops Division Sups / 
IA functional Group Supervisors and/or staff as needed. D-1   

101. Obtain status reports from Ops Division Supervisors / IA 
functional Group Supervisors and/or other personnel on program 
status. 

D-1 
  

102. Make adjustments in response to new information, changing 
conditions, and/or unexpected priorities. D-1   

• Document adjustments and reasons    

103. Request additional resources and/or release resources as required. D-1   

104. Keep OSC, other Branch Directors, and affected personnel 
informed of changes. D-1   

105. Submit FEMA Form 143-0-1 as appropriate. D-1   

106. Ensure Resource Unit Leader is apprised of all operational 
resource status changes with the branch. D-1   

107. Resolve logistical issues. D-1   

    

Behavior/Activity: Manage Branch to ensure a safe, secure, and efficient operation 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

108. Ensure that Branch is adequately supported by the Logistics 
Section. D-1   

• Facility locations (DRCs) 
• Telecommunications capabilities and equipment 
• Information Technology (IT) 
• Property receipts 
• Supplies and office equipment 
• Alternate locations for Direct Housing/Staging Area support offices 

when requested 
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109. Ensure that Branch is adequately supported by the Finance/Admin 
Section. D-1   

• Payroll 
• Travel vouchers 
• Procurement requirements 
• Human Resources 
• Training requirements 
• Workman’s Compensation forms , when  required 
• Annual/Sick Leave requests forms 

   

110. Coordinate with the Planning Section Chief. D-1   

• Manage IA reports and planning process, oversee IA program input for 
IAP 

• Arrange for supplemental planning support as required 
• Resource Unit support, including Status/Check-in Recorder 
• Situation Unit support 
• GIS support 

   

111. Ensure adequate safety and security. D-1   

• Facility safety and security 
• Badging and security requirements 

   

112. Coordinate with External Affairs (EA). D-1   

• Ensure press releases, Community Relations (CR) flyers, PSAs, and all 
documents with IA contact are signed by immediate supervisor (or 
designee) 

• Designate appropriate supervisors (designated) to attend EA meetings 
to ensure IA coordination 

   

113. Coordinate with state, OFAs, tribal, and non-governmental 
organizations (NGOs) assigned to the Branch Office(s). D-1   
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Behavior/Activity: Participate in and ensure the development of plans 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

114. Participate in the preparation of plans. D-1   

• Evacuation Plans (incident personnel) 
• Continuity of Operations Plan (COOP) 
• Strategic Plan 
• Transition Plan 
• Demobilization Plan 

   

115. Ensure the development of IA plans. D-1   

• IA Timelines 
• Housing Plan 
• IA Plan 
• Administrative reports, (e.g.; call down lists) 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

116. Negotiate the time of transfer. I   

117. Provide for adequate overlap to ensure the efficient transfer of 
duties. I   

118. Brief replacement on current situation. I   

119. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

120. Ensure that an effective transfer of duties is accomplished. I   

121. Notify immediate supervisor when the transition is complete.    
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

122. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

123. Ensure that closeout records are current, accurate, and complete. D-3   

124. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

125. Prepare transition memo to immediate supervisor that includes up- 
to- date functional area status at time of transition. D-3   

126. Dispose of non archived files and materials at termination of 
activities. D-3   

127. Prepare official files for transfer to Region. D-3   

• Ensure all incident records are shipped to appropriate Region    

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

128. Obtain performance appraisal from supervisor. I   

129. Report to the Training Unit upon completion of training 
assignment. I   

130. Make return travel arrangements. I   

131. Prepare the final travel voucher. I   

132. Return accountable property to the Accountable Property Office 
(APO). I   

133. Submit final timesheet, appraisal form, and travel voucher. I   

134. Check out with the Automated Deployment Database (ADD). I   

135. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

IA Branch Director Type I (IBD1) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

IA Branch Director Type I (IBD1) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

IA Branch Director Type I (IBD1) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

IA Branch Director Type II (IBD2) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed during the first 72 hours of 
the assignment in a personal go-kit. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to “Common Responsibilities” (Chapter 2, 
IMH). I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather situational information 
relevant to your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain situational information relevant to your assignment. I   

• Resources currently assigned to branch 
• Resources en route and/or ordered for branch 
• Incident facilities, types, and location 
• Incident objectives 
• Political issues and sensitivities 
• Staging areas, camps, area field offices and other incident facilities 
• Information from other personnel responsible for the branch or area of 

responsibility prior to your arrival, if applicable 
• Review FEMA/state agreement if approved 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 
• Current state and local priorities 

   

11. Identify issues and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS forms. I   

13. Maintain appropriate span of control. I   

14. Use common terminology. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, welfare, and accountability of all branch 
personnel. D-3   

17. Recognize potentially hazardous situations. D-3   

18. Communicate potentially hazardous situations. D-3   

19. Use personal protective equipment (PPE) as issued. D-3   

20. Safeguard property and equipment. D-3   

21. Provide current information for the call-down roster. D-3   

22. Maintain the integrity of the call-down roster. D-3   

23. Verify that special precautions are taken when hazards exist. D-3   

24. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-3   

25. Notify the Safety Officer of any accidents. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Determine if the organizational structure is appropriate. D-3   

• Incident objectives and immediate supervisor direction 
• Emergency Support Functions (ESFs) assigned 
• Coordination needs at the state and local level 

   

27. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Unity of command 
• Proper ICS positions 

   

28. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned. D-3   

• Location and status of assigned resources 
• Resource identifier, if assigned (e.g., Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

29. Check to ensure subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

30. Discuss findings and recommendations with immediate supervisor 
as necessary. D-3   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs, if applicable 

   

31. Make any necessary organizational adjustments. D-3   

32. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

33. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

35. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

36. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

37. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

38. Share current information with co-workers and immediate 
supervisor. I   

39. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

40. Keep Command and General Staff informed. D-3   

• Current information 
• Significant changes 
• Significant decision and actions 

   

41. Provide the Situation Unit Leader with branch information for the 
situation report (SitRep). D-3   
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Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Anticipate the branch’s support to Operations for the next 
operational period. D-3   

43. Determine branch support capabilities based on anticipated needs. D-3   

44. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-2   

45. Write task descriptions providing clear, concise direction, and 
performance expectations that support the incident objectives. D-2   

46. Ensure that accurate operational information is included on the ICS 
215. D-2   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

47. Ensure the branch’s participation in the Operations Tactics meeting 
when the branch’s support is required. D-3   

• Discuss with the Operations Section Chief (OSC) if the branch’s 
attendance is required 

• Identify additional branch resources needed to support the next 
operational-period plan 

• If shortfalls exist, communicate them to the OSC 

   

48. Verify that additional resources identified on the ICS 215 for the 
branch/group at the Tactics meeting have been ordered. D-2   

49. Attend the Command and General Staff planning meeting. D-3   

• Review the IAP 
• Recommend corrections/adjustments to the IAP 
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Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Attend scheduled briefings as required. D-3   

51. Brief your direct report staff on the details of the branch’s support 
to the IAP following the Operations briefing. D-3   

• Remind direct report staff that all supervisory personnel need to be 
briefed 

• Ensure that assignments are clear and provide additional information 
needed 

• Discuss special safety considerations or situations 

   

52. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

53. Brief immediate supervisor on results of debriefings. D-3   

    
Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 
Competency:  Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

55. Hold personnel accountable for the execution of assigned tasks. D-3   

56. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

57. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

58. Request additional resources or release surplus resources. D-3   
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59. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

60. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

61. Ensure that the work completed is consistent with direction, policy, 
and incident objectives. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

62. Keep assigned personnel informed of changes. D-3   

63. Notify Resource Unit Leader of all resource status changes when 
they occur. D-3   

    

Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Ensure that local officials are receiving the necessary information 
and support in accordance with the Stafford Act. D-2   

65. Ensure that FEMA is hearing the concerns of local officials. D-2   

66. Ensure that you are receiving the necessary support and 
information from state and local officials to fulfill your mission. D-2   

67. Coordinate with other federal agencies (OFAs) operating under 
their own authority regarding: D-2   

• Potential conflicts 
• Duplication of effort 
• Communications 

   

68. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-2   

69. Share critical information, tactics, and contingency plans with 
state, tribal, and local officials. D-2   

70. Take early action to mitigate or resolve coordination issues. D-2   

71. Collaborate with the state in encouraging and supporting local 
incident action planning. D-2   

72. Foster teamwork and emphasize a unified approach. D-2   
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Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Participate in the preparation of incident plans. D-3   

• Strategic Plan 
• Functional plans 
• Demobilization Plan 
• Evacuation Plan (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

74. Solicit input from appropriate branch personnel during the plan 
development and provide them an opportunity to review the draft 
document. 

D-3 
  

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

76. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

77. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. I   

78. Represent FEMA in a professional manner when working with 
internal and external parties. I   

79. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

80. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

81. Show subordinates how their assignments support the overall 
management of the incident. D-3   

82. Establish work assignments and set priorities. D-3   

83. Take corrective action when problems arise. D-3   

84. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

85. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

86. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

87. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

88. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

89. Prepare and discuss formal performance evaluations. D-3   
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90. Create a work environment that provides mutual respect and equal 
opportunity for branch personnel. D-3   

91. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

92. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

93. Write performance appraisals and discuss the results with direct 
report staff. D-3   

    

Behavior/Activity: Coordinate Branch program and financial responsibilities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Coordinate with the National Processing Servicing Center (NPSC) 
on disaster specific National Emergency Management Information 
System (NEMIS) set up to ensure timely Individuals and 
Households Program (IHP) startup and program implementation, 
contractor pre-briefings, and referral information. 

D-2 

  

95. Provide initial programmatic financial management oversight and 
coordination with Operations, and Finance/Administration. D-2   

• Request for Allocation Advice (RAA) 
• Disaster Projections Report (DPR) 
• Obligations 

   

96. Coordinate with Finance/Administration Section to include 
Contract Support. D-2   

97. Approve Requisition for Supplies, Equipment, Services, Personnel 
and/or Teams (FEMA Form 143-0-1) as appropriate. D-2   

98. Review and approve Requisition and Commitment for Services 
and Supplies (FEMA Form 40-01s) in Enterprise Coordination and 
Approvals Processing System (ECAPS) as the Approving Official 
in a timely manner, as directed. 

D-2 
  

99. When delegated by the OSC, review and approve FEMA Forms 
40-1s, in ECAPS as the Approving Official in a timely manner. D-2   

100. Approve FEMA, State, Other Federal Agency, and Contractor 
employee access rights to NEMIS using NACS (NEMIS Access 
Control), when applicable. 

D-2 
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Behavior/Activity: Execute the IAP, assess progress, and make necessary adjustments 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

101. Delegate authority based on the assigned tasks to Ops Division 
Supervisors / IA Group Supervisors and/or staff. D-2   

102. Obtain periodic status reports from Ops Division Supervisors / IA 
Group Supervisors and/or other personnel on program status. D-2   

103. Make adjustments in response to new information, changing 
conditions, and/or unexpected priorities. D-2   

• Document adjustments and reasons    

104. Request additional resources and/or release resources as required. D-2   

105. Keep Operations Section Chief, other Branch Directors, and 
affected personnel informed of changes. D-2   

106. Submit FEMA Form 143-01 as appropriate. D-2   

107. Ensure Resource Unit Leader is apprised of all operational 
resource status changes with the branch. D-2   

108. Resolve logistical issues. D-2   

    
Behavior/Activity: Manage Branch to ensure a safe, secure, and efficient operation 
Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

109. Ensure that Branch is adequately supported by the Logistics 
Section. D-2   

• Facility locations (DRCs) 
• Telecommunications capabilities and equipment 
• Information Technology (IT) 
• Property receipts 
• Supplies and office equipment 

   

110. Ensure that Branch is adequately supported by the Finance/Admin 
Section. D-2   

• Payroll 
• Travel vouchers 
• Procurement requirements 
• Human Resources 
• Training requirements 
• Workman’s Compensation forms, when required  
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111. Coordinate with the Planning Section Chief. D-2   

• Manage IA reports and planning process, oversees IA program input 
for IAP 

• Arrange for supplemental planning support as required 
• Resource Unit support, including Status/Check-in Recorder 
• Situation Unit support 
• GIS support 

   

112. Ensure adequate safety and security. D-2   

• Facility safety and security 
• Badging and security requirements 

   

113. Coordinate with External Affairs. D-2   

114. Coordinate with State, OFAs, Tribal, and non-governmental 
organizations (NGOs) assigned to the Branch Office(s). D-2   

    

Behavior/Activity: Participate in and ensure the development of plans 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

115. Participate in the preparation of plans. D-2   

• Evacuation Plans (incident personnel) 
• Continuity of Operations Plan (COOP) 
• Strategic Plan 
• Transition Plan 
• Demobilization Plan 

   

116. Ensure the development of IA plans. D-2   

• IA Timelines 
• Housing Plan 
• IA Plan 
• MC/EA Support 

   

  



IA BRANCH DIRECTOR TYPE II (IBD2) 21 November 2011 

18 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

117. Negotiate the time of transfer. I   

118. Provide for adequate overlap to ensure the efficient transfer of 
duties. I   

119. Brief replacement on current situation. I   

120. Ensure that appropriate information is up-to-date. I   

• Accurate  
• Special issues/concerns 

   

121. Ensure that an effective transfer of duties is accomplished. I   

122. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

123. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

124. Ensure that closeout records are current, accurate, and complete. D-3   

125. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

126. Prepare transition memo to immediate supervisor that includes up- 
to- date functional area status at time of transition. D-3   

127. Dispose of non archived files and materials at termination of 
activities. D-3   

128. Prepare official files for transfer to Region. D-3   

• Incident records shipped to appropriate Region    
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

129. Obtain performance appraisal from supervisor. I   

130. Report to the Training Unit upon completion of training 
assignment. I   

131. Make return travel arrangements. I   

132. Prepare the final travel voucher. I   

133. Return accountable property to the Accountable Property Office 
(APO). I   

134. Submit final timesheet, appraisal form, and travel voucher. I   

135. Check out with the Automated Deployment Database (ADD). I   

136. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

IA Branch Director Type II (IBD2) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

IA Branch Director Type II (IBD2) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

IA Branch Director Type II (IBD2) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

IA PDA Crew Leader (IDCL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

  



IA PDA CREW LEADER (IDCL) 21 November 2011 

6 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any necessary organizational adjustments. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   

35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 
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38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Hold personnel accountable for the execution of assigned tasks. D-3   

41. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

42. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

43. Request additional resources or release surplus resources. D-3   

44. Address logistical problems that subordinates report. D-3   

45. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

46. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

47. Keep assigned personnel informed of changes. D-3   

48. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

49. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

51. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

52. Establish work assignments and set priorities. D-3   

53. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

54. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

55. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

56. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 
• Ensure staff awareness of need for a professional demeanor 

   

57. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

58. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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59. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

60. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

61. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

63. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

64. Exhibit appropriate public stewardship of taxpayer dollars. I   

    
Behavior/Activity: Coordinate activities for Individual Assistance (IA) Preliminary Damage Assessment 

(PDA) with Federal, State, Tribal, and voluntary agency partners 
Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Coordinate with immediate supervisor, state, and tribal partners to 
determine specific roles and responsibilities, the number of teams 
required, and areas to be surveyed. 

I 
  

66. Review State and local Situation Reports, Governor’s request for a 
FEMA/State PDA, previous PDA data for the same cities/counties, 
media releases, etc., for situational awareness. 

I 
  

67. Identify FEMA IA PDA Specialists, coordinate deployments, and 
provide a list of team members to Operations Section. I   

68. Coordinate with the State and PDA partners to designate location 
and time for the initial assembly point for all PDA staff. I   

• SBA 
• FEMA Hazard Mitigation (HM) 
• External affairs 
• The State/Tribe/Territory representative 
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69. Initiate requests for additional background information if 
requested. I   

• Sanctioned community information 
• Insurance coverage 
• General demographics 
• Unemployment 
• Crisis counseling issues 
• Special needs communities 
• Access Functional needs population 

   

70. Coordinate with Voluntary Agency Liaison (VAL) and Mass Care 
functions for PDA information. I   

• Sheltering data 
• Mass feeding data 
• Evacuation support detail 

   

71. Coordinate with Logistics for field equipment. I   

• Phones 
• Digital cameras 
• Computers 
• Global Positioning System (GPS) units 
• Government Services Agency (GSA) vehicles 
• Laptops 
• Air cards 

   

72. Ensure complete PDA Field Kits are ready for deployment. I   

• Situation reports 
• Maps 
• Current forms 
• Specialized equipment 

   

    

Behavior/Activity: Coordinate Team assignments and pre-briefing 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Prepare rosters and assign teams to specific areas, in coordination 
with PDA partners. I   

74. Establish well-defined boundaries for PDA teams. I   

75. Establish check-in times for PDA Specialists. I   

76. Complete Assignment List (ICS Form 204) for each PDA team 
member containing contact information. I   
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Behavior/Activity: Coordinate IA PDA activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

77. Facilitate IA PDA team pre-briefing, if required. I   

78. Announce team assignments and confirm that teams are aware of 
their assigned survey areas and reporting requirements. I   

79. Provide an overview of the event. I   

• Pockets of severe damage 
• Types of damage 
• Special populations 
• Safety concerns 
• Disaster related injuries or fatalities 

   

80. Conduct Pre-Brief of PDA process. I   

• Definitions of affected, minor, major, destroyed, inaccessible 
• Policy updates 

   

81. Provide briefing packets to the PDA team. I   

• Maps 
• Current PDA forms/worksheets 

   

82. Coordinate with State counterparts to ensure that FEMA and state 
survey reports are consistent each day and received regularly. I   

83. Prepare daily PDA spreadsheet and disseminate survey findings to 
appropriate personnel. I   

84. Compile PDA Specialist narrative reports. I   

85. Coordinate with PDA partners to reassign PDA teams as needed. I   

86. Notify the immediate supervisor/Region of all issues that may 
affect the PDA process. I   

    
Behavior/Activity: Coordinate research and analysis activities 
Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

87. Oversee collection, analysis, and reconciliation of data and survey 
reports. I   

88. If available, obtain DOL unemployment estimates and State 
preliminary assessment of mental health needs. I   
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89. Coordinate with voluntary agencies to update damage assessment 
and sheltering data. I   

90. Coordinate with PDA partners and immediate supervisor/Region, 
to ensure that all essential information and requested reports are 
provided and are in an acceptable format. 

I 
  

    

Behavior/Activity: Conduct PDA Team Debrief 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Conduct group debriefing to include all PDA team members. I   

92. Debrief the team members to review and validate findings upon 
completion of the field assessment. I   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

93. Negotiate the time of transition. I   

94. Provide for adequate overlap to ensure efficient transfer of duties. I   

95. Brief replacement on current situation. I   

96. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

97. Ensure that an effective transition of duties is accomplished. I   

98. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and or/transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

99. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

100. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

101. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

102. Obtain performance appraisal from supervisor. I   

103. Report to the Training Unit upon completion of training 
assignment. I   

104. Make return travel arrangements. I   

105. Prepare the final travel voucher. I   

106. Return accountable property to the Accountable Property Office 
(APO). I   

107. Submit final timesheet, appraisal form, and travel voucher. I   

108. Check out with the Automated Deployment Database (ADD). I   

109. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

IA PDA Crew Leader (IDCL) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

IA PDA Crew Leader (IDCL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

IA PDA Crew Leader (IDCL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

IA PDA Specialist (IDSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   

23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Prepare to Conduct PDAs 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Obtain assigned geographical areas of work and communicate with 
identified PDA team members. D-3   

28. Review folder with complete PDA data. D-3   

• Current field forms 
• Situation Declaration Information 

   

29. Determine if a specialized vehicle is needed and receive 
authorization from immediate supervisor/Region. D-3   

30. Obtain supervisor’s strategy for conducting PDA (e.g., identify 
destroyed and major damages first). D-3   

    

Behavior/Activity: Participate in pre-briefing activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Participate in the IA PDA pre-briefing and obtain specific 
information on the assigned area. D-3   

• Pockets of heavily impacted or inaccessible dwellings 
• Language/cultural issues 
• Safety/security challenges 
• Policy updates 

   

32. Meet with PDA team members to discuss logistical and area 
specific issues. D-3   

• State/Tribe/Territory 
• Small Business Administration (SBA) 
• FEMA Hazard Mitigation (HM) 
• External affairs 
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Behavior/Activity: Conduct and document the IA PDA 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Coordinate with state/tribal/local officials to ensure access to all 
impacted areas within the assigned area. D-3   

34. Coordinate with local point of contact to collect field data. D-3   

• Number of damaged dwellings 
• Economic damage 
• insurance coverage 
• Income levels 
• Ownership/occupancy status 
• Utility outages 
• Official evacuations 
• Property values 
• Availability of resources 
• Type of home 

   

35. Complete all FEMA PDA forms daily and ensure hard copies or 
electronic forms are delivered to the immediate supervisor/Region 
as scheduled. 

D-3 
  

36. Coordinate to ensure that all team members concur with the team 
findings. D-3   

37. Maintain close contact with the immediate supervisor/Region and 
provide a timeline for completing PDA activities in the assigned 
area. 

D-3 
  

    

Behavior/Activity: Debrief upon job completion 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Attend PDA debriefing, or debrief one-on-one with immediate 
supervisor/Region. D-3   

39. Submit any additional hard or electronic copies of the field notes 
and narrative reports, if applicable. D-3   
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Behavior/Activity: Seek opportunities for professional development 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Participate in ongoing training and professional development 
opportunities to enhance required skill sets and credentialing 
proficiency. 

D-3 
  

    

Behavior/Activity: Professionally represent federal government and agency 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Nurture the FEMA/state/local emergency management relationship 
through sharing best practices, providing guidance, and fully 
supporting the State. 

D-3 
  

42. Articulate the role of PDAs in the declaration process. D-3   

43. Manage public, emergency manager, and others’ expectations. D-3   

44. Ensure collaborative working relationships with all parties 
including the Small Business Administration. D-3   

45. Refer media inquires to External Affairs. D-3   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Obtain the time of transition from immediate supervisor. I   

47. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

48. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Obtain performance appraisal from supervisor. I   

50. Report to the Training Unit upon completion of training 
assignment. I   

51. Make return travel arrangements. I   

52. Prepare the final travel voucher. I   

53. Return accountable property to the Accountable Property Office 
(APO). I   

54. Submit final timesheet, appraisal form, and travel voucher. I   

55. Check out with the Automated Deployment Database (ADD). I   

56. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 

  



IA PDA SPECIALIST (IDSP) 21 November 2011 

14 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Evaluation Record 

 
TRAINEE NAME 

IA PDA Specialist (IDSP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

IA PDA Specialist (IDSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

IA PDA Specialist (IDSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Information Management Group Supervisor (IMGS) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 



INFORMATION MANAGEMENT GROUP SUPERVISOR (IMGS) 21 November 2011 

4 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. E   

6. Obtain agency identification (badge) or other government-issued 
identifications. E   
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7. Obtain additional job-required equipment or supplies. E   

• Computer 
• Cellular, desk phone, satellite phone, radio, etc. 
• Handheld GPS, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 
• Obtain current Incident Action Plan (IAP), if available 
• Obtain schedule of appropriate meetings or conference calls 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current state and local 

priorities 
• Reporting requirements of the branches (essential elements of 

information [EEI]) 

   

11. Identify topics, issues and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

24. Notify the Safety Officer of any accidents. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

• Incident objectives 
• Coordination needs at the division level 
• Coordination needs at the state and local level 

   

26. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

27. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

28. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

29. Make any necessary organizational adjustments. D-3   

30. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

31. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    
Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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33. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

34. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

35. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

36. Share current information with co-workers and immediate 
supervisor. D-3   

37. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Coordinate with the program’s Branch Director to prepare for the 
Operations Tactics meeting. D-3   

39. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-3   

40. Ensure that task descriptions provide clear, concise direction and 
performance expectations that support the incident objectives. D-3   
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41. Ensure that accurate operational information is included on the ICS 
215. D-3   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

42. Attend the Operations Tactics meeting if requested. D-3   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Attend scheduled briefings as required (may be via conference 
call). D-3   

44. Conduct the Operations briefing for group personnel in person 
and/or remotely (e.g., conference call) and check for 
understanding. 

D-3 
  

• Discuss special safety considerations or hazards situations 
• Incident facilities, types, and location 
• Review the incident objectives 
• Review the current situation 
• Brief the Task Force Leaders, Crew Leaders, assigned managers, and 

group supervisors on their assignments 
• Discuss special safety considerations or situations 
• Brief on changes to the approved IAP if necessary 

   

45. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

46. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

48. Hold personnel accountable for the execution of assigned tasks. D-3   

49. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

50. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

51. Consult with affected program areas on plans to re-task resources 
with the division, based on local operational requirements. D-3   

52. Request additional resources or release surplus resources. D-3   

53. Address logistical problems that subordinates report. D-3   

54. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

55. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

56. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

57. Keep assigned personnel informed of changes. D-3   

58. Notify immediate supervisor of unit personnel status changes when 
they occur. D-3   

59. Make recommendations for next operational period to immediate 
supervisor. D-3   

60. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

61. Foster teamwork and emphasize a unified approach. D-3   
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Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Ensure that local officials are receiving the necessary information 
and support in accordance with the Stafford Act. D-3   

63. Ensure that FEMA is hearing the concerns of local officials. D-3   

64. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-3   

65. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

66. Share critical information, tactics, and contingency plans with 
state, tribal, and local officials. D-3   

67. Take early action to mitigate or resolve coordination issues. D-3   

68. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

69. Foster teamwork and emphasize a unified approach. D-3   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 
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71. Explain how the unit’s assignments fit into the context of the 
bigger picture. D-3   

72. Establish work assignments and set priorities. D-3   

73. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

74. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

75. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

76. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

77. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

78. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

79. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

80. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

82. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

83. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Coordinate and set up Individual Assistance (IA) Information Management Group 
activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Ensure coordination is established with the Planning Section. D-2   

85. Coordinate with IA functional areas to collect, analyze, prepare 
and disseminate reports and other IA Planning products. D-2   

• IA Daily Situation report 
• IA Summary Report 
• DRC report 
• Staffing Plan 
• Training Needs 

   

86. File and retain the Delegation of Authority and FEMA State 
Agreement (FSA). D-2   

87. Schedule and disseminate information regarding IA staff meetings. D-2   

88. Forward the IA Organization Chart to the Planning Section and/or 
Operations Section. D-2   

89. Ensure the emergency call-down list for IA is created and 
maintained. D-2   

90. Ensure the setup of records and files for the IA Branch in 
accordance with Federal law, with the goal of transitioning 
complete IA records to the region. 

D-2 
  

    

Behavior/Activity: Manage IA Information Management staff 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Establish information collection strategy in support of IA Reports 
and IA Planning teams. D-2   

92. Coordinate and develop the Information Management Staffing 
plan. D-2   

93. Ensure that National Emergency Management Information System 
(NEMIS) Access Control System (NACS) rights are assigned for 
all IA staff. 

D-2 
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94. Conduct IA Information Management staff meetings. D-2   

• brief staff members on relevant parts of the Incident Action Plan 
(IAP)/JFO Coordination Plan and information received from meetings 

• establish and communicate basic work procedures 

   

95. Assign tasks and establish priorities to fulfill the incident 
objectives. D-2   

• Clear direction, assignments, and guidance    

96. Ensure staff are provided with a performance appraisal upon 
completion of their assignment. D-2   

    

Behavior/Activity: Oversee IA daily reports and planning products 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

97. Monitor all IA reports/planning products for accuracy and 
timeliness prior to distribution. D-2   

98. Obtain review/approval of reports/planning products from 
immediate supervisor. D-2   

99. Confirm that all reports and planning information are completed 
and forwarded to appropriate Sections and saved in the IA 
information folder on the JFO common drive. 

D-2 
  

• Situation Report 
• Incident Action Plan 

   

100. Oversee review of IA information for Transition, Contingency, and 
Close-Out Plans and other plans as required by the FCO. D-2   

101. Inform the immediate supervisor of any and all problems that are 
identified through analysis of IA reports and other data. D-2   

102. Collect and update IA Group Staffing plans. D-2   

103. Maintain Activity Log (ICS 214). D-2   

104. Assist IA Groups to obtain information management solutions. D-2   

• Custom NEMIS reports 
• Tracking spreadsheets 

   

105. Maintain copies of reports and report requests for the record. D-2   
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Behavior/Activity: Act as primary point of contact for IA Information Management 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

106. Prepare and present status and disaster-specific reports to 
immediate supervisor and state and/or tribal partners, as 
appropriate. 

I 
  

107. Coordinate staff participation in conference calls. I   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

108. Negotiate the time of transition. I   

109. Provide for adequate overlap to ensure efficient transfer of duties. I   

110. Brief replacement on current situation. I   

111. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

112. Ensure that an effective transition of duties is accomplished. I   

113. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

114. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

115. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

116. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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117. Monitor staff levels and in coordination with the immediate 
supervisor, provide release information to staff in a timely manner. D-2   

118. Coordinate the preparation and packaging of all IA files for 
transition to the Regional Office, in accordance with instructions 
from the immediate supervisor. 

D-2 
  

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

119. Obtain performance appraisal from supervisor. I   

120. Report to the Training Unit upon completion of training 
assignment. I   

121. Make return travel arrangements. I   

122. Prepare the final travel voucher. I   

123. Return accountable property to Accountable Property Office 
(APO). I   

124. Submit final timesheet, appraisal form, and travel voucher. I   

125. Check out with the Automated Deployment Database (ADD). I   

126. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Information Management Group Supervisor (IMGS) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Information Management Group Supervisor (IMGS) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Information Management Group Supervisor (IMGS) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Information Management Manager (IMMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 
• Reporting requirements 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

24. Notify your supervisor and the Safety/Security Officer of any 
issues, concerns or accidents. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

26. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 
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27. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

28. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

29. Make any necessary organizational adjustments. D-3   

30. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

31. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

33. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

34. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

35. Share current information with co-workers and immediate 
supervisor. D-3   
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36. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Attend scheduled briefings as required. D-3   

38. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

39. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

40. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

42. Hold personnel accountable for the execution of assigned tasks. D-3   

43. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

44. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

45. Request additional resources or release surplus resources. D-3   

46. Address logistical problems that subordinates report. D-3   

47. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

48. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

49. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

50. Keep assigned personnel informed of changes. D-3   

51. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

52. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

54. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

55. Establish work assignments and set priorities. D-3   

56. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

57. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

58. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

59. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

60. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

61. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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62. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

63. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

64. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

66. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

67. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Coordinate and set up Individual Assistance (IA) Information Management Group 
activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

68. Ensure coordination is established with the Planning Section. D-3   

69. Coordinate with IA functional areas to collect, analyze, prepare 
and disseminate reports. D-3   

• IA Daily Situation report 
• DRC report 
• IA Summary Report 
• Staffing Plans 
• Training Needs 

   

70. File and retain the Delegation of Authority and FEMA State 
Agreement (FSA). D-3   
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71. Schedule and disseminate information regarding IA staff meetings. D-3   

72. Forward the IA Organization Chart to the Planning Section and/or 
Operations Section. D-3   

73. Ensure the emergency call-down list for IA is created and 
maintained. D-3   

    

Behavior/Activity: Manage IA Information Management staff 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Establish information collection strategy in support of IA Reports 
and IA Planning teams. D-3   

75. Coordinate and develop the Information Management Staffing 
plan. D-3   

76. Ensure that National Emergency Management Information System 
(NEMIS) Access Control System (NACS) rights are assigned for 
all IA staff. 

D-3 
  

77. Conduct IA Information Management staff meetings. D-3   

• Brief staff members on relevant parts of the Incident Action Plan 
(IAP)/JFO Coordination Plan and information received from meetings 

• Establish and communicate basic work procedures 

   

78. Assign tasks and establish priorities to fulfill the incident 
objectives. D-3   

• Clear direction, assignments, and guidance    

79. Ensure staff are provided with a performance appraisal upon 
completion of their assignment. D-3   
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Behavior/Activity: Oversee IA daily reports and planning products 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

80. Monitor all IA reports/planning products for accuracy and 
timeliness prior to distribution. D-3   

81. Obtain review/approval of reports/planning products from the 
immediate supervisor. D-3   

82. Confirm that all reports and planning information are completed 
and forwarded to appropriate Sections and saved in the IA 
information folder on the JFO common drive. 

D-3 
  

• Situation Report 
• Incident Action Plan 

   

83. Oversee review of IA information for Transition, Contingency, and 
Close-Out Plans and other plans as required by the FCO. D-3   

84. Inform immediate supervisor of any and all problems that are 
identified through analysis of IA reports and other data. D-3   

85. Collect and update IA functional area Staffing plans. D-3   

86. Maintain Activity Log (ICS 214). D-3   

87. Assist IA functional areas to obtain information management 
solutions. D-3   

• Custom NEMIS reports 
• Tracking spreadsheets 

   

88. Maintain a copy of reports and report request for the record. D-3   
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Negotiate the time of transition. I   

90. Provide for adequate overlap to ensure the efficient transfer of 
duties. I   

91. Brief replacement on current situation. I   

92. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

93. Ensure that an effective transition of duties is accomplished. I   

94. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

95. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

96. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

97. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

98. Monitor staff levels and in coordination with the immediate 
supervisor, provide release information to staff in a timely manner. D-3   

99. Coordinate the preparation and packaging of all IA files for 
transition to the Regional Office, in accordance with instructions 
from the immediate supervisor. 

D-3 
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

100. Obtain performance appraisal from supervisor. I   

101. Report to the Training Unit upon completion of training 
assignment. I   

102. Make return travel arrangements. I   

103. Prepare the final travel voucher. I   

104. Return accountable property to the Accountable Property Office 
(APO). I   

105. Submit final timesheet, appraisal form, and travel voucher. I   

106. Check out with the Automated Deployment Database (ADD). I   

107. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Information Management Manager (IMMG) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Information Management Manager (IMMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Information Management Manager (IMMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Information Management Task Force Leader (IMTL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate Forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 
• Reporting requirements 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

24. Notify your supervisor and the Safety/Security Officer of any 
issues, concerns or accidents. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

26. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 
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27. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

28. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

29. Make any necessary organizational adjustments. D-3   

30. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

31. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

33. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

34. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

35. Share current information with co-workers and immediate 
supervisor. D-3   
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36. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Attend scheduled briefings as required. D-3   

38. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

39. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

40. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

42. Hold personnel accountable for the execution of assigned tasks. D-3   

43. Delegate specific authority based on the assigned tasks to assigned 
Specialists. D-3   

44. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

45. Request additional resources or release surplus resources. D-3   

46. Address logistical problems that subordinates report. D-3   

47. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

48. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

49. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

50. Keep assigned personnel informed of changes. D-3   

51. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

52. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Ensure that local officials are receiving the necessary information 
and support in accordance with the Stafford Act. D-3   

54. Ensure FEMA is hearing the concerns of local officials. D-3   
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55. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-3   

56. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

57. Share critical information, tactics, and contingency plans with 
state, tribal, and local officials. D-3   

58. Take early action to mitigate or resolve coordination issues. D-3   

59. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

60. Foster teamwork and emphasize a unified approach. D-3   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

61. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

62. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

63. Establish work assignments and set priorities. D-3   

64. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

65. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   
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66. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

67. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

68. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

69. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

70. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

71. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

72. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

74. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

75. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Coordinate and set up Individual Assistance (IA) Information Management activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Ensure coordination is established with the Planning Section. D-3   

77. Coordinate with other IA functional areas to collect, analyze, 
prepare and disseminate reports. D-3   

• IA Daily Situation report 
• DRC report 
• IA Summary Report 
• Staffing Plans 
• Training Needs 

   

78. File and retain the Delegation of Authority and FEMA State 
Agreement (FSA). D-3   

79. Schedule and disseminate information regarding IA staff meetings. D-3   

80. Forward the IA Organization Chart to the Planning Section and/or 
Operations Section. D-3   

81. Ensure the emergency call-down list for IA is created and 
maintained. D-3   

    

Behavior/Activity: Manage IA Information Management staff 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Establish information collection strategy in support of IA Reports 
and IA Planning Teams. D-3   

83. Coordinate and develop the Information Management staffing 
plan. D-3   

84. Ensure that National Emergency Management Information System 
(NEMIS) Access Control System (NACS) rights are assigned for 
all IA staff. 

D-3 
  

85. Conduct IA Information Management staff meetings. D-3   

• Brief staff members on relevant parts of the Incident Action Plan 
(IAP)/JFO Coordination Plan and information received from meetings 

• Establish and communicate basic work procedures 
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86. Assign tasks and establish priorities to fulfill the incident 
objectives. D-3   

• Provide clear direction, assignments, and guidance    

87. Ensure staff are provided with a performance appraisal upon 
completion of their assignment. D-3   

    

Behavior/Activity: Oversee IA daily reports and planning products 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Monitor all IA reports/planning products for accuracy and 
timeliness prior to distribution. D-3   

89. Obtain review/approval of reports/planning products from 
immediate supervisor. D-3   

90. Confirm that all reports and planning information are completed 
and forwarded to appropriate Sections and saved in the IA 
information folder on the JFO common drive. 

D-3 
  

• Situation Report 
• Incident Action Plan 

   

91. Oversee review of IA information for Transition, Contingency, and 
Close-Out Plans and other plans as required by the FCO. D-3   

92. Inform immediate supervisor of any and all problems that are 
identified through analysis of IA reports and other data. D-3   

93. Collect and update IA staffing plans. D-3   

94. Maintain Activity Log (ICS 214). D-3   

95. Assist IA functional areas to obtain information management 
solutions. D-3   

• Custom NEMIS reports 
• Tracking spreadsheets 

   

96. Maintain a copy of reports and report requests for the record. D-3   
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Behavior/Activity: Act as primary point of contact for the Task Force 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

97. Prepare and present status and disaster-specific reports to 
immediate supervisor and state and/or tribal partners, as 
appropriate. 

D-3 
  

98. Coordinate staff participation in conference calls. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

99. Negotiate the time of transition. I   

100. Provide for adequate overlap to ensure efficient transfer of duties. I   

101. Brief replacement on current situation. I   

102. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

103. Ensure that an effective transition of duties is accomplished. I   

104. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

105. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

106. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

107. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

108. Monitor staff levels and, in coordination with immediate 
supervisor, provide release information to staff in a timely manner. D-3   

109. Coordinate the preparation and packaging of all IA files for 
transition to the Regional Office, in accordance with instructions 
from immediate supervisor. 

D-3 
  

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

110. Obtain performance appraisal from supervisor. I   

111. Report to the Training Unit upon completion of training 
assignment. I   

112. Make return travel arrangements. I   

113. Prepare the final travel voucher. I   

114. Return accountable property to the Accountable Property Office 
(APO). I   

115. Submit final timesheet, appraisal form, and travel voucher. I   

116. Check out with the Automated Deployment Database (ADD). I   

117. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Information Management Task Force Leader (IMTL) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Information Management Task Force Leader (IMTL) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 



INFORMATION MANAGEMENT TASK FORCE LEADER (IMTL) 21 November 2011 

20 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Information Management Task Force Leader (IMTL) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

IA COTR Crew Leader (IOLD) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 
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26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any necessary organizational adjustments. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   
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35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Hold personnel accountable for the execution of assigned tasks. D-3   

41. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

42. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

43. Request additional resources or release surplus resources. D-3   

44. Address logistical problems that subordinates report. D-3   

45. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

46. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

47. Keep assigned personnel informed of changes. D-3   

48. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

49. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

51. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

52. Establish work assignments and set priorities. D-3   

53. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

54. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

55. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

56. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

57. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

58. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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59. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

60. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

61. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

63. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

64. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Seek opportunities for professional development 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Participate in ongoing training and professional development 
opportunities to enhance required skill sets and credentialing 
proficiency. 

D-2 
  

    

Behavior/Activity: Identify and coordinate with internal and external stakeholders 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

66. Act as a liaison between the Individual Assistance (IA) staff and 
the Contracting Officer/Finance Section. D-2   
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67. Identify acquisition requirements and objectives and communicate 
with appropriate stakeholders. D-2   

68. Oversee the preparation of kick-off meetings. D-2   

69. Prepare contract status reports as required by the mission. D-2   

70. Ensure that COTR (Contracting Officer's Technical 
Representative) staff are fully integrated members of the IA team 
who are informed about standard IA messages and maintain 
situational awareness of IA priorities. 

D-2 
  

    

Behavior/Activity: Establish or implement contracts to support IA programs 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Determine the scope and requirements to initiate the development 
of acquisition documents. D-2   

72. Perform market research. D-2   

73. Prepare acquisition documents, as required. D-2   

• Statement of Work 
• Independent Government Cost Estimate 
• Acquisition Plan 
• Justification and Analysis 
• Technical Evaluation 

   

74. Assist the Contracting Officer in preparing the solicitation, as 
required. D-2   

75. Nominate COTRs to the Contracting Officer that have the required 
certification for the contract type and amount. D-2   

76. Conduct Source Selection Evaluation Boards, as required. D-2   

77. Oversee the development of Quality Assurance Surveillance Plans. D-2   

78. Assist in contract kick-off meetings. D-2   

79. Oversee the preparation and recommendations of contract 
modifications required to support IA mission to the Contracting 
Officer. 

D-2 
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Behavior/Activity: Provide contract administration oversight and technical monitoring of IA contracts 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

80. Supervise the IA COTR(s). D-2   

81. Audit COTR folders to ensure that they are being properly 
maintained. D-2   

82. Ensure that work schedules, deadlines and standards are 
established for technical monitors. D-2   

83. Ensure technical monitors are briefed on contract requirements and 
objectives. D-2   

84. Audit burn rate spreadsheets that depict obligations and 
expenditures per Contract Line Item Number (CLIN) to ensure that 
funds are being tracked. 

D-2 
  

85. Ensure that requests for payment (invoices) are reviewed within 
the appropriate timeframes to accept work and authorize payments. D-2   

86. Ensure that IA COTRs are preparing Receiving Reports for 
contractor invoices and that approval, disapproval or partial 
payment of invoices are processed within the first 7 days of 
receipt. 

D-2 
  

87. Ensure that the Contracting Officer is notified when invoices are 
paid in full, in part, or not at all. D-2   

88. Verify that contractor performance is being documented and 
maintained in the COTR folder. D-2   

89. Ensure that inspection and acceptance actions are being performed 
and that the Contracting Officer is notified when rejecting or 
accepting nonconformance. 

D-2 
  

90. Ensure that the Contracting Officer is notified of any contractor 
issues and any factors which may cause delay or impact work 
performance. 

D-2 
  

91. Ensure that COTRs identify and determine the necessity of a Stop 
Work Order. D-2   

92. Ensure that the COTRs inspect the contractor’s work products and 
track work schedules to ensure timely completion of work. D-2   

93. Ensure that Contractor Performance Assessment Reports are being 
completed as required by the Contracting Officer. D-2   

94. Ensure that the Quality Assurance Surveillance Plans are being 
executed. D-2   
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95. Ensure that the COTRs are assisting the Contracting Officer in 
analyzing claims, recommending settlement positions, and 
participating in the resolution process. 

D-2 
  

96. Ensure that COTRs provide sufficient evidence of a contract 
breach, suggest appropriate contract remedy, and assist in 
evaluating contractor response with the Contracting Officer. 

D-2 
  

97. Ensure that excess funds are being de-obligated from contracts as 
required. D-2   

98. Ensure that COTRs are initiating the contract closeout process with 
the Contracting Officer. D-2   

99. Ensure that Government Furnished Property/Equipment are being 
properly disposed. D-2   

    

Behavior/Activity: Provide oversight of acquisition activities in IA 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

100. Ensure adherence of contract to applicable policies and regulations 
(Federal Acquisition Regulations, 48 CFR). D-2   

101. Ensure that the COTR report to the Contracting Officer/Finance 
Section. D-2   

102. Respond to contractual inquiries and provide technical assistance 
as required. D-2   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

103. Negotiate the time of transition. I   

104. Provide for adequate overlap to ensure efficient transfer of duties. I   

105. Brief replacement on current situation. I   

106. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 
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107. Ensure that an effective transition of duties is accomplished. I   

108. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

109. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

110. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

111. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

112. Coordinate with the Information Management function to prepare 
and package contractor files for transition to the Regional office in 
accordance with instructions from immediate supervisor. 

D-3 
  

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

113. Obtain performance appraisal from supervisor. I   

114. Report to the Training Unit upon completion of training 
assignment. I   

115. Make return travel arrangements. I   

116. Prepare the final travel voucher. I   

117. Return accountable property to the Accountable Property Office 
(APO). I   

118. Submit final timesheet, appraisal form, and travel voucher. I   

119. Check out with the Automated Deployment Database (ADD). I   

120. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

IA COTR Crew Leader (IOLD) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

IA COTR Crew Leader (IOLD) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

IA COTR Crew Leader (IOLD) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

IA COTR Specialist (IOTR) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   

23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Seek opportunities for professional development 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Participate in ongoing training and professional development 
opportunities to enhance required skill sets and credentialing 
proficiency. 

D-3 
  

    

Behavior/Activity: Coordinate Individual Assistance (IA) contracts with internal and external stakeholders 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Act as a liaison between the IA staff and the Contracting 
Officer/Finance Section. D-3   

29. Act as the technical liaison between the Contractor and the 
Contracting Officer. D-3   

30. Identify acquisition requirements and objectives and communicate 
with appropriate stakeholders. D-3   

31. Prepare for the kick-off meeting with stakeholders. D-3   

32. Prepare contract status reports as required by the mission. D-3   
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Behavior/Activity: Establish or implement contracts to support IA programs 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Determine the scope and requirements to initiate the development 
of acquisition documents. D-3   

34. Perform market research. D-3   

35. Prepare acquisition documents, as required. D-3   

• Statement of Work 
• Independent Government Cost Estimate 
• Acquisition Plan 
• Justification and Analysis 
• Technical Evaluation 

   

36. Assist the Contracting Officer with the preparation of the 
solicitation, as required. D-3   

37. Conduct a Source Selection Evaluation Board, as required. D-3   

38. Prepare the Quality Assurance Surveillance Plan. D-3   

39. Conduct kick-off meeting. D-3   

40. Prepare and recommend contract modifications in support of 
mission requirements to the Contracting Officer. D-3   

    

Behavior/Activity: Provide contract administration and technical monitoring 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Create and maintain the COTR (Contracting Officer's Technical 
Representative) folder. D-3   

42. Plan and establish work schedules, deadlines and standards for 
technical monitors. D-3   

43. Brief technical monitors on contract requirements and objectives. D-3   

44. Create and maintain a burn rate spreadsheet that depicts 
obligations and expenditures per Contract Line Item Number 
(CLIN). 

D-3 
  

45. Review requests for payment (invoices) to accept work and 
authorize payments. D-3   
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46. Prepare Receiving Reports for contractor invoices and implement 
the approval process within the first 7days of receipt. D-3   

47. Notify the Contracting Officer when invoices are paid in full, in 
part, or not at all. D-3   

48. Direct the technical monitors in the performance of their duties. D-3   

49. Monitor and determine the adequacy of contractor performance in 
accordance with the contract. D-3   

50. Perform inspection and acceptance actions; inform Contracting 
Officer when rejecting or accepting nonconformance. D-3   

51. Notify the Contracting Officer of any contractor issues and any 
factors which may cause delay or impact work performance. D-3   

52. Identify and determine the necessity of a Stop Work Order. D-3   

53. Inspect the contractor’s work products and track work schedule to 
ensure timely completion of work. D-3   

54. Document contractor performance and maintain in COTR folder. D-3   

55. Conduct Contractor Performance Assessment Reports (CPARs) as 
required by the Contracting Officer. D-3   

56. Execute the Quality Assurance Surveillance Plan. D-3   

57. Assist the Contracting Officer in analyzing a claim, recommend 
settlement position, and participate in the resolution process. D-3   

58. As required document evidence of a contract breach, suggest 
appropriate contract remedy, and assist in evaluating contractor 
response with the Contracting Officer. 

D-3 
  

59. De-obligate excess funds from contract as required. D-3   

60. Initiate the contract closeout process with the Contracting Officer. D-3   

61. Coordinate the disposition of Government Furnished 
Property/Equipment. D-3   

    

Behavior/Activity: Provide oversight of acquisition activities in IA 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Ensure adherence of contract to applicable policies and regulations 
per 48 CFR, Federal Acquisition Regulations. D-3   
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63. Report to the Contracting Officer/Finance Section as COTR. D-3   

64. Respond to contractual inquiries and provide technical assistance 
as required. D-3   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Obtain the time of transition from immediate supervisor. I   

66. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

67. Coordinate transition of files and information on special issues of 
concern. I   

68. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

69. Obtain performance appraisal from supervisor. I   

70. Report to the Training Unit upon completion of training 
assignment. I   

71. Make return travel arrangements. I   

72. Prepare the final travel voucher. I   

73. Return accountable property to the Accountable Property Office 
(APO). I   

74. Submit final timesheet, appraisal form, and travel voucher. I   

75. Check out with the Automated Deployment Database (ADD). I   

76. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 

  



IA COTR SPECIALIST (IOTR) 21 November 2011 

14 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Evaluation Record 

 
TRAINEE NAME 

IA COTR Specialist (IOTR) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 



21 November 2011 IA COTR SPECIALIST (IOTR) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 15 

Evaluation Record 

 
TRAINEE NAME 

IA COTR Specialist (IOTR) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

IA COTR Specialist (IOTR) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

IA Planning Specialist (IPSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    
Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 

your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

  



21 November 2011 IA PLANNING SPECIALIST (IPSP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 7 

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

    
Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   

23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Seek opportunities for professional development 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Participate in ongoing training and professional development 
opportunities to enhance required skill sets and credentialing 
proficiency. 

D-3 
  

    

Behavior/Activity: Establish IA planning activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Coordinate information exchange with the Operations Planning 
Section. D-3   

29. Set up an Individual Assistance (IA) planning information folder 
on the JFO common drive. D-3   

30. Coordinate with immediate supervisor to collect, analyze, prepare 
and disseminate IA planning products. D-3   

• Reports 
• Staffing Plan 
• Training Needs 

   

31. Establish an information collection strategy and ensure collection. D-3   

32. Request software to meet information management requirements. D-3   



IA PLANNING SPECIALIST (IPSP) 21 November 2011 

10 FEMA INCIDENT MANAGEMENT POSITION TASKV BOOK 

33. Ensure connectivity to shared equipment. D-3   

• color printer 
• scanner 
• Fax machine 

   

34. Communicate Planning function report deadlines to IA personnel. D-3   

35. Attend all meetings as requested. D-3   

36. Maintain and update IA Organization Chart and provide copy to 
Operations and Planning Sections. D-3   

37. Create and maintain emergency call-down list for IA. D-3   

38. Participate in IA staff meetings and be prepared to report current 
activities. D-3   

39. Maintain records of planning products and documentation as part 
of the IA Disaster File setup. D-3   

    

Behavior/Activity: Develop planning products 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Monitor all IA planning products for accuracy and timeliness prior 
to distribution. D-3   

41. Obtain review/approval of reports/planning products from 
immediate supervisor. D-3   

42. Confirm that all planning information is completed and forwarded 
to appropriate Sections and saved to the IA information folder on 
the JFO common drive. 

D-3 
  

• Incident Action Plan    

43. Set up distribution list(s) as appropriate. D-3   

44. Review IA information for Transition, Contingency, and Close-out 
Plans and other plans as required by the FCO. D-3   

45. Inform immediate supervisor of any problems that are identified 
through analysis of IA reports and other data. D-3   

46. Collect and update IA staffing plans. D-3   
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47. Maintain Activity Log (ICS 214). D-3   

48. Assist IA functional areas to obtain information management 
solutions. D-3   

• Custom NEMIS reports 
• Tracking spreadsheets 

   

    

Behavior/Activity: Assist with close out of IA Planning activities at the JFO and transition to the Regional 
Office 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Assist in compiling IA RAMP issues for presentation at the RAMP 
meeting. D-3   

50. Prepare and package all IA planning files for transition to the 
Regional Office, in accordance with instructions from the 
immediate supervisor. 

D-3 
  

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Obtain the time of transition from immediate supervisor. I   

52. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

53. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Obtain performance appraisal from supervisor. I   

55. Report to the Training Unit upon completion of training 
assignment. I   

56. Make return travel arrangements. I   

57. Prepare the final travel voucher. I   

58. Return accountable property to the Accountable Property Office 
(APO). I   

59. Submit final timesheet, appraisal form, and travel voucher. I   

60. Check out with the Automated Deployment Database (ADD). I   

61. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

IA Planning Specialist (IPSP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 



21 November 2011 IA PLANNING SPECIALIST (IPSP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 15 

Evaluation Record 

 
TRAINEE NAME 

IA Planning Specialist (IPSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

IA Planning Specialist (IPSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

IA Reports Specialist (IRSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    
Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 

your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    
Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   
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23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Initial Set-up 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Set up an Individual Assistance (IA) information folder on the JFO 
common drive. D-3   

28. Communicate Planning Section report deadlines to IA functional 
areas. D-3   

• Receive established report deadlines from Planning Section    

29. Set up and maintain email distribution lists for IA reports as 
directed by your immediate supervisor and share with all IA 
Information Management staff and others as directed. 

D-3 
  

• FCO 
• IA Branch Director/IA Group Supervisor 
• External Affairs 
• DRC Group Supervisor 
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30. Coordinate with the IA Planning Specialist to establish an 
information collection strategy. D-3   

• SBA 
• Inspection Services Coordinator 
• DRC Group 
• Direct Housing Mission 
• Access Functional Needs 

   

31. Distribute reports to appropriate IA functional area and other 
Program areas. D-3   

32. Request systems access rights for all IA Information Management 
personnel. D-3   

• RIMS 
• NACS 
• NEMIS 
• InfoView 
• NPSC Pre-Shift Information 

   

33. Request software to meet information management requirements. D-3   

34. Ensure access and connectivity to shared equipment. D-3   

• color printer 
• scanner 
• Fax machine 

   

    

Behavior/Activity: Create and distribute ongoing reports 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Collect report data from all IA functional areas. D-3   

• DRC reports 
• IHP reports 
• CC status 

   

36. Prepare IA Daily Status Report for distribution by IA Information 
Management. D-3   

37. Ensure IA Daily Status Reports is distributed to other 
organizational components. D-3   

• Community Relations 
• Mitigation 
• Information and Planning 

   

38. File a hard copy of each IA Daily Status Report. D-3   
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39. Prepare regular and special reports as requested by your immediate 
supervisor. D-3   

• Rental Resources 
• Pre Placement Interview (PPI) 
• Direct Housing Operations/ Direct Assistance Replacement Assistance 

Consideration (DHOPS/DARAC) 
• Disaster Housing Assistance Program (DHAP) 
• Executive Summary 
• Reports of possible trends, issues, etc. 

   

40. Maintain a log of IA group activities. D-3   

• Congressional 
• Functional Access Needs 
• Replacements 
• Disaster Legal Services (DLS) 
• Crisis Counseling (CC) 
• Disaster Unemployment Assistance (DUA) 
• Applicant Services 
• Other Needs Assistance (ONA) 
• Voluntary Agency Liaison(VAL) 

   

    

Behavior/Activity: Other information management activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Take notes for IA staff meetings and conference calls and 
distribute to all IA staff. D-3   

42. Assist staff with time and attendance procedures. D-3   

• Timesheet submissions 
• WebTA 
• Distribute HR stickers 

   

43. Collect timesheets from IA functional areas, obtain signature 
approvals, and provide them to Human Resources. D-3   

44. Review weekly staffing patterns for accuracy, and send 
corrections. D-3   
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45. Create signs and visual aids as needed. D-3   

• Name plates 
• Meeting signs 
• Powerpoint presentations 

   

46. Request special reports. D-3   

• FIDA Reports 
• WEBI 

   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Obtain the time of transition from immediate supervisor. I   

48. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

49. Notify immediate supervisor when transition is complete. I   

  



IA REPORTS SPECIALIST (IRSP) 21 November 2011 

12 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Behavior/Activity: Demobilization activities and transition to Regional Office 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Ensure NCT is provided with Regional POC during 
demobilization. D-3   

51. Prepare and package all IA files for transition to the Regional 
Office, in accordance with instructions from the immediate 
supervisor. 

D-3 
  

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Obtain performance appraisal from supervisor. I   

53. Report to the Training Unit upon completion of training 
assignment. I   

54. Make return travel arrangements. I   

55. Prepare the final travel voucher. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

IA Reports Specialist (IRSP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

IA Reports Specialist (IRSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

IA Reports Specialist (IRSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

IA Liaison Specialist (IXSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   

23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Attend meetings and coordinate Individual Assistance (IA) messaging with internal and 
external partners 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Attend internal and external meetings as directed to gather 
information and provide guidance. D-3   

• SBA 
• Community Relations 
• Public Assistance 

   

28. Provide input to IA Planning Specialist(s). D-3   

• Scheduling 
• Input to Operational Planning Worksheet (ICS 215 

   

29. Use Operational Planning Worksheet to input assigned tasks and/or 
assignments that support incident objectives. D-3   

30. Participate in public meetings and meetings with local officials. D-3   

• Act as IA Representative at public meetings 
• Facilitate meetings in hostile work environments 

   

31. Serve as primary point of contact for IA issues in coordination 
with External Affairs. D-3   

32. Support dissemination of information to External Affairs in 
coordination with supervisor. D-3   

• Provide IA messaging to External Affairs for public 
distribution/dissemination 

• Maintain familiarity with or knowledge of agency regulations and 
policy concerning IA 

• Communicate IA information to media in coordination with supervisor 
and External Affairs (e.g., interviews, press releases, facilitate photo 
ops) 

   

33. Refer issues/concerns identified through external meetings to 
Applicant Services Crew Leader and immediate supervisor. D-3   

34. Coordinate the availability of IA materials (handouts) for public 
speaking engagements. D-3   
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Behavior/Activity: Provide support and assistance to External Affairs 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Coordinate with immediate supervisor and External Affairs to 
resolve IA issues. D-3   

36. Provide edits and authorize approval of External Affairs products 
as directed. D-3   

37. Facilitate information exchange between IA components to address 
External Affairs inquiries. D-3   

• Congressional inquiries 
• Community Outreach 

   

38. Attend External Affairs briefings as requested. D-3   

• Congressional staff briefings 
• Media briefings 
• Public Officials briefings 
• CR briefings 

   

    

Behavior/Activity: Establish and Maintain Internal and External Partnerships 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Facilitate information flow among partners. D-3   

• Phone calls 
• Emails 
• Talking points 
• Reports 
• Face to face 

   

40. Communicate and coordinate with External Affairs personnel to 
maintain a strategic partnership. D-3   

• External Affairs Officer (EAO) 
• Congressional Affairs 
• Community Relations 
• Joint Information Center (JIC) 
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41. Maintain coordination with IA Management (e.g., Crew Leaders, 
Managers, Group Supervisors, and/or Task Force Leaders) to 
ensure consistent messaging. 

D-3 
  

• Team meetings 
• Updates on IA Program status, milestones, challenges and procedures. 

   

42. Communicate and coordinate with partners to promote 
understanding of IA Programs. D-3   

• Local, state, and tribal 
• Other Federal Agencies (OFAs) 

   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Obtain the time of transition from immediate supervisor. I   

44. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

45. Provide for adequate overlap to ensure the efficient transfer of 
duties. I   

46. Brief replacement on current situation. I   

47. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Obtain performance appraisal from supervisor. I   

49. Report to the Training Unit upon completion of training 
assignment. I   

50. Make return travel arrangements. I   

51. Prepare the final travel voucher. I   

52. Return accountable property to the Accountable Property Office 
(APO). I   

53. Submit final timesheet, appraisal form, and travel voucher. I   

54. Check out with the Automated Deployment Database (ADD). I   

55. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

IA Liaison Specialist (IXSP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

IA Liaison Specialist (IXSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

IA Liaison Specialist (IXSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Mass Care/Emergency Assistance Crew Leader 
(MCCL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  



21 November 2011 MASS CARE/EA CREW LEADER (MCCL) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 3 

 

1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any necessary organizational adjustments. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   

35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    
Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
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39. Brief immediate supervisor on results of debriefings. D-3   

40. Obtain and review status reports from State and other Mass 
Care/Emergency Assistance (MC/EA) partners. D-3   

41. Provide situation reports and updates on Mass Care/Emergency 
Assistance to your immediate supervisor for inclusion in the FCO 
Briefings and IAP. 

D-3 
  

42. Advise and update immediate supervisor of Mass Care/Emergency 
Assistance successes and challenges that affect the timely delivery 
of Mass Care/Emergency Assistance services. 

D-3 
  

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Hold personnel accountable for the execution of assigned tasks. D-3   

44. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

45. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

46. Request additional resources or release surplus resources. D-3   

47. Address logistical problems that subordinates report. D-3   

48. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

49. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

50. Keep assigned personnel informed of changes. D-3   

51. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

52. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

54. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

55. Establish work assignments and set priorities. D-3   

56. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

57. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

58. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

59. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

60. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

61. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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62. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

63. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

64. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

66. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

67. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Implement Mass Care/Emergency Assistance activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

68. Support the development and implementation of the MC/EA 
staffing plan and assist in deployment of selected staff in 
coordination with the IA Branch Director / Group Supervisor and 
NGO partners. 

D-3 
  

69. Support immediate supervisor in acquiring the current status of the 
Mass Care/Emergency Assistance functions. D-3   

• Regional Response Coordination Center (RRCC) 
• Deployed advance teams 
• Joint Field Office 
• State/Territorial, Tribal, and/or Local Emergency Management and 

NGO service providers 
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70. Review and analyze current status of state and Mass 
Care/Emergency Assistance activities. D-3   

• Mass Evacuation Support 
• Reunification Services 
• Access and Functional Needs 
• Household Pets (and Service Animal) [evacuation and sheltering 

activities] 
• Sheltering 
• Feeding 
• Distribution of Emergency Supplies 
• Medical (ESF 8) 

   

71. Meet with the state representative(s) responsible for Mass 
Care/Emergency Assistance to obtain and coordinate information, 
service delivery, reporting times and identify any projected 
shortfalls. 

D-3 
  

72. Coordinate with VAL functional area to determine Voluntary 
Organizations involved with specific Mass Care/Emergency 
Assistance functions and recommend specific organizations to be 
assigned to the JFO. 

D-3 
  

73. Support the State Emergency Operations Center in the collection 
and reporting of accurate and timely Mass Care/Emergency 
Assistance information. 

D-3 
  

74. Coordinate and support effective use of information management 
systems to ensure Mass Care/Emergency Assistance data is 
accurately collected, analyzed, and effectively reported. 

D-3 
  

• NEFRLS 
• FEMA and ARC NSS 
• WEB EOC 
• NMETS 
• State designated data tools 

   

75. Provide input for Mass Care / Emergency Assistance Support Plan 
to immediate supervisor. D-3   

    

Behavior/Activity: Analyze information and provide guidance to support Mass Care/Emergency Assistance 
objectives 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Analyze MC/EA provider activities to determine service and 
resource shortfalls to develop support solutions. D-3   
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77. Analyze and provide guidance on the Stafford Act, regulations, 
agency policies, and other relevant Mass Care/Emergency 
Assistance functions. 

D-3 
  

• Mass Evacuation 
• Reunification Services 
• Functional Needs 
• Household Pets Support (includes Service Animals) 
• Sheltering 
• Feeding 
• Distribution of Emergency Supplies 

   

78. Analyze reports, field observations, and plans to ensure Mass 
Care/Emergency Assistance objectives are being accomplished. D-3   

• Federal, state/territorial, tribal and local situation reports 
• State/tribal/local Emergency Operations Plans 
• Incident Action Plan 
• Federal Coordinating Officer (FCO) operational priorities and 

strategies 

   

    

Behavior/Activity: Perform MC/EA functions by utilizing/demonstrating knowledge of MC/EA system and 
tools 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Provide technical assistance on the Stafford Act, regulations, 
agency policies, and other relevant Mass Care/Emergency 
Assistance functions. 

D-3 
  

80. Manage crews as requested in support of the state Mass 
Care/Emergency Assistance activities. D-3   

81. Demonstrate knowledge of and support implementation of multi-
agency task forces and assessment teams. D-3   

• Sheltering 
• Feeding 
• Distribution of emergency supplies 
• Functional needs support 
• Household pets and service animals 
• Reunification services and mass evacuation support 

   

82. Assist in processing and tracking Action Request Forms (ARFs) in 
support of Mass Care/Emergency Assistance functions. D-3   

83. Utilize the single point tracking system established by Logistics in 
collaboration with Mass Care/Emergency Assistance service 
providers. 

D-3 
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84. Demonstrate knowledge of the implementation of Functional 
Needs Support Services, and familiarity with contracted 
capabilities for functional needs support. 

D-3 
  

• Durable medical equipment 
• Consumable medical supplies 

   

85. Facilitate coordination with the DHS/FEMA Office of Disability 
Integration and Coordination, other Federal agencies, state and 
local agencies and voluntary organizations in the identification of 
disaster survivors’ functional and access needs and the provision of 
services. 

D-3 

  

86. Facilitate coordination of Mass Care/Emergency Assistance 
services for Household Pets and Service Animals support, with 
other Federal agencies, State and local agencies and voluntary 
organizations. 

D-3 
  

87. Demonstrate operating knowledge of NSS in support of state Mass 
care activities. D-3   

88. Produce NSS Reports and relevant graphic representations (e.g., 
GIS Mapping). D-3   

89. Demonstrate familiarity of reunification activities and issues and 
the systems that support reunification activities. D-3   

• National Emergency Family Registry and Locator System (NEFRLS) 
• National Emergency Child Locator Center 
• State 2-1-1 
• American Red Cross Safe & Well system 

   

90. Support coordination with Team Adam and the integration of the 
resources of the National Center for Missing and Exploited 
Children (NCMEC) into operations as requested. 

D-3 
  

91. Demonstrate knowledge of and/or make recommendations 
regarding implementation of multiple procurement mechanisms. D-3   

• IDIQs 
• BPAs 
• Mission Assignments 
• IA-TAC 

   

92. Demonstrate an understanding of Mass Evacuation Support 
activities including evacuation tracking systems. D-3   

• National Mass Evacuation Tracking Systems (NMETS) 
• Phoenix 
• Radiant System in TX 

   

93. Demonstrate knowledge of how to coordinate the provision of life-
sustaining mass care services with impacted and host jurisdictions. D-3   
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Behavior/Activity: Serve as subject-matter expert on Mass Care/Emergency Assistance 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Represent, as requested, MC/EA in meetings and briefings with 
FEMA, state, voluntary agencies, and other ESFs, and the general 
public. 

D-3 
  

95. Coordinate with state leads for state Mass Care/Emergency 
Assistance to assist with the development of comprehensive state 
Mass Care/Emergency Assistance operational/response plans. 

D-3 
  

96. Provide programmatic and/or operational technical assistance, as 
directed, to internal and external stakeholders. D-3   

97. Assist, as directed, the IA Liaison Specialist with development of 
correspondence in response to congressional or private inquiries 
related to Mass Care/Emergency Assistance functions. 

D-3 
  

    

Behavior/Activity: Coordinate with state, federal, territorial, tribal, and local officials to ensure unity of 
effort 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

98. Coordinate with state, federal, territorial, tribal, local officials, and 
private sector partners to ensure unity of effort as directed. D-3   

• Provide information about IA programs to internal and external 
partners 

• Conduct or participate in meetings and/or conference calls to discuss 
IA information 

• Establish and maintain open and effective communications 
• Identify and promptly resolve disagreements, issues, and 

misunderstandings 
• Share critical information, tactics and contingency plans 
• Be pro-active in anticipating coordination issues early and take actions 

to mitigate or resolve 
• Foster team work and emphasize a unified approach (unity of effort) 
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Behavior/Activity: Provide technical assistance and guidance to state, tribal and local officials, JFO staff, 
Voluntary Organizations and other stakeholders regarding Mass Care/Emergency 
Assistance 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

99. Train and advise Mass Care/Emergency Assistance Specialists as 
they perform tasks related to Mass Care/Emergency Assistance 
functions. 

D-3 
  

100. Provide training opportunities to build state/tribal/local and 
voluntary organization Mass Care/Emergency Assistance 
capabilities. 

D-3 
  

101. Share with state/tribal/local governments and Voluntary 
Organizations that are providing MC/EA services specific insights, 
history, and lessons learned from Mass Care/Emergency 
Assistance operations. 

D-3 
  

102. Provide training on the various FEMA Mass Care/Emergency 
Assistance information systems to state/tribal/local governments 
and Voluntary Organizations. 

D-3 
  

• NSS 
• NEFRLS 
• NMETS 
• HSIN 

   

103. Coordinate the integration and development of Mass 
Care/Emergency Assistance planning consistent with identified 
state and local government priorities. 

D-3 
  

104. Coordinate with state to facilitate the transition of applicants from 
emergency shelters to transitional shelters or other temporary 
housing options as soon as feasible. 

D-3 
  

105. Collaborate with Regional counterpart to review and make 
recommendations for updates to the section(s) of the state’s 
Emergency Operations Plans relevant to Mass Care/Emergency 
Assistance activities and services. 

D-3 
  

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

106. Negotiate the time of transition. I   

107. Provide for adequate overlap to ensure efficient transfer of duties. I   
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108. Brief replacement on current situation. I   

109. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

110. Ensure that an effective transition of duties is accomplished. I   

111. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

112. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

113. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

114. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

115. Obtain performance appraisal from supervisor. I   

116. Report to the Training Unit upon completion of training 
assignment. I   

117. Make return travel arrangements. I   

118. Prepare the final travel voucher. I   

119. Return accountable property to the Accountable Property Office 
(APO). I   

120. Submit final timesheet, appraisal form, and travel voucher. I   

121. Check out with the Automated Deployment Database (ADD). I   

122. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Mass Care/EA Crew Leader (MCCL) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Mass Care/EA Crew Leader (MCCL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Mass Care/Emergency Assistance Crew Leader 
(MCCL) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
         

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Mass Care/Emergency Assistance Group Supervisor 
(MCGS) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. E   

6. Obtain agency identification (badge) or other government-issued 
identifications. E   
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7. Obtain additional job-required equipment or supplies. E   

• Computer 
• Cellular, desk phone, satellite phone, radio, etc. 
• Handheld GPS, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 
• Obtain current Incident Action Plan (IAP), if available 
• Obtain schedule of appropriate meetings or conference calls 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current state and local 

priorities 
• Reporting requirements of the branches (essential elements of 

information [EEI]) 

   

11. Identify topics, issues and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

24. Notify the Safety Officer of any accidents. D-3   

  



MASS CARE/EA GROUP SUPERVISOR (MCGS) 21 November 2011 

8 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

• Incident objectives 
• Coordination needs at the division level 
• Coordination needs at the state and local level 

   

26. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

27. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

28. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

29. Make any necessary organizational adjustments. D-3   

30. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

31. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

32. Consult with VAL function to determine how active liaison role 
will be accomplished with VAL to ensure close collaboration on 
relevant voluntary organization staffing and service delivery 
issues. 

D-3 
  

• VAL Specialist collocated with the MC/EA Group    

33. Designate a Mass Care Liaison to work with Logistics at the JFO 
to ensure coordination with and de-confliction of mass care 
resource procurement, prioritization, transportation and delivery. 

D-3 
  

34. Serve as a subject matter expert for decisions related to Mass 
Care/Emergency Assistance services. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

36. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

37. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

38. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

39. Share current information with co-workers and immediate 
supervisor. D-3   

40. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Coordinate with the program’s Branch Director to prepare for the 
Operations Tactics meeting. D-3   

42. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-3   

43. Ensure that task descriptions provide clear, concise direction and 
performance expectations that support the incident objectives. D-3   

44. Ensure that accurate operational information is included on the ICS 
215. D-3   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

45. Attend the Operations Tactics meeting if requested. D-3   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Attend scheduled Briefings as required (may be via conference 
call). D-3   

47. Conduct the Operations briefing for group personnel in person 
and/or remotely (e.g., conference call) and check for 
understanding. 

D-3 
  

• Discuss special safety considerations or hazards situations 
• Incident facilities, types, and location 
• Review the incident objectives 
• Review the current situation 
• Brief the Task Force Leaders, Crew Leaders, assigned managers, and 

group supervisors on their assignments 
• Discuss special safety considerations or situations 
• Brief on changes to the approved IAP if necessary 
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48. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

49. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

51. Hold personnel accountable for the execution of assigned tasks. D-3   

52. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

53. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

54. Consult with affected program areas on plans to re-task resources 
with the division, based on local operational requirements. D-3   

55. Request additional resources or release surplus resources. D-3   

56. Address logistical problems that subordinates report. D-3   

57. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

58. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

59. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

60. Keep assigned personnel informed of changes. D-3   
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61. Notify immediate supervisor of unit personnel status changes when 
they occur. D-3   

62. Make recommendations for next operational period to immediate 
supervisor. D-3   

63. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

64. Foster teamwork and emphasize a unified approach. D-3   

    

Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Ensure that local officials are receiving the necessary information 
and support in accordance with the Stafford Act. D-3   

66. Ensure that FEMA is hearing the concerns of local officials. D-3   

67. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-3   

68. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

69. Share critical information, tactics, and contingency plans with 
state, tribal, and local officials. D-3   

70. Take early action to mitigate or resolve coordination issues. D-3   

71. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

72. Foster teamwork and emphasize a unified approach. D-3   

73. Ensure coordination with the State to facilitate the transition of 
applicants from emergency shelters to transitional shelters or other 
temporary housing options as soon as feasible. 

D-3 
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

75. Explain how the unit’s assignments fit into the context of the 
bigger picture. D-3   

76. Establish work assignments and set priorities. D-3   

77. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

78. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

79. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

80. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

81. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

82. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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83. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

84. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

86. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

87. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Analyze information and provide guidance to support Mass Care/Emergency Assistance 
objectives 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Analyze and provide guidance on the Stafford Act, regulations, 
agency policies, and other relevant Mass Care/Emergency 
Assistance functions. 

D-2 
  

• Mass Evacuation Support 
• Reunification Services 
• Access and Functional Needs 
• Household Pets (and Service Animal) [evacuation and sheltering 

activities] 
• Sheltering 
• Feeding 
• Distribution of Emergency Supplies 
• Medical (ESF 8) 

   

89. Analyze federal, state/territorial, tribal and local situation reports, 
Emergency Operations Plans, Incident Action Plan and Federal 
Coordinating Officer (FCO) operational priorities and strategies to 
ensure Mass Care/Emergency Assistance objectives are 
accomplished. 

D-2 
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90. Analyze Mass Care/Emergency Assistance provider activities to 
determine services and resources shortfalls to develop support 
solutions. 

D-2 
  

• Coordinate MC/EA requirements through MPT    

    

Behavior/Activity: Implement Mass Care/Emergency Assistance Activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Develop and implement the Mass Care/Emergency Assistance 
staffing plan and assist in deployment of selected staff and task 
force members in coordination with the IA Branch Director. 

D-2 
  

92. Gather and review reports and response data from the Mass 
Care/Emergency Assistance desk at the Regional Response 
Coordination Center (RRCC) and any deployed advance teams. 

D-2 
  

93. Review current status of State Mass Care/Emergency Assistance 
activities and functions. D-2   

• Mass Evacuation Support 
• Reunification Services 
• Access and Functional Needs Support 
• Household Pets (and Service Animal) [evacuation and sheltering 

activities] 
• Sheltering 
• Feeding 
• Distribution of Emergency Supplies 
• Medical (ESF 8) 

   

94. Meet with the State representative(s) responsible for Mass 
Care/Emergency Assistance to obtain and coordinate information, 
service delivery and reporting times and identify any projected 
shortfalls. 

D-2 
  

95. Review the Mass Care/Emergency Assistance organizational chart 
and recommend functions to be assigned at the JFO. D-2   

96. Activate Task Forces and Crews, as required, in support of the 
State Mass Care/Emergency Assistance activities. D-2   

97. Coordinate with VAL function to determine Voluntary 
Organizations involved with Mass Care/Emergency Assistance and 
request specific organizations to be assigned to the JFO. 

D-2 
  

98. Support the State Emergency Operations Center in the collection 
and reporting of accurate and timely Mass Care/Emergency 
Assistance information. 

D-2 
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99. Coordinate and support effective use of information management 
systems to ensure Mass Care/Emergency Assistance data is 
accurately collected, analyzed, and effectively reported. 

D-2 
  

• NEFRLS 
• FEMA and ARC NSS 
• WEB EOC 
• NMETS 
• State designated data tools 
• HSIN 

   

100. Develop Mass Care / Emergency Assistance Support Plan and 
submit to immediate supervisor for inclusion in the Mass 
Care/Emergency Assistance section of the IA plan. 

D-2 
  

    

Behavior/Activity: Perform MC/EA functions and utilize/demonstrate knowledge of MC/EA system and tools 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

101. Provide technical assistance on the Stafford Act, regulations, 
agency policies, and other relevant Mass Care/Emergency 
Assistance functions. 

D-2 
  

102. Develop and implement support solutions to address identified 
Mass Care/Emergency Assistance service and resource shortfalls. D-2   

103. Demonstrate knowledge of and ability to implement multi-agency 
task forces and assessment teams. D-2   

• Sheltering 
• Feeding 
• Distribution of emergency supplies 
• Functional needs support 
• Household pets and service animals 
• Reunification services 
• Mass evacuation support 

   

104. Supervise IA organization in support of State Mass 
Care/Emergency Assistance activities. D-2   

105. Coordinate and validate Action Request Forms (ARFs) in support 
of Mass Care/Emergency Assistance functions. D-2   

106. Oversee the MC/EA utilization of the single point tracking system 
established by Logistics. D-2   

• eTasker 
• eCAP 
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107. Demonstrate knowledge of the implementation of Functional 
Needs Support Services. D-3   

108. Demonstrate familiarity with contracted capabilities for functional 
needs support. D-3   

• Durable medical equipment 
• Consumable medical supplies 

   

109. Facilitate coordination with the DHS/FEMA Office of Disability 
Integration and Coordination, other Federal agencies, State and 
local agencies and voluntary organizations in the identification of 
disaster survivors’ functional and access needs and the provision of 
services. 

D-3 

  

110. Demonstrate knowledge of Mass Care/Emergency Assistance 
responsibilities and contracted capabilities for Household Pets and 
Service Animals support. 

D-3 
  

111. Facilitate coordination of services for Household Pets and Service 
Animals with other Federal agencies, State and local agencies and 
voluntary organizations. 

D-3 
  

112. Perform functional supervision of subordinates in application of 
FEMA National Shelter System (NSS) to access shelter data and 
produce reports. 

D-3 
  

113. Demonstrate knowledge of reunification activities and issues and 
the systems that support reunification activities. D-3   

• National Emergency Family Registry and Locator System (NEFRLS) 
• National Emergency Child Locator Center (NECLC) 
• State 2-1-1 
• American Red Cross Safe & Well 

   

114. Facilitate the coordination of Team Adam and the integration of 
the resources of the National Center for Missing and Exploited 
Children (NCMEC) into operations as needed. 

D-3 
  

115. Demonstrate the ability to activate, implement and manage 
multiple mechanisms for procurement. D-3   

• BPAs 
• IDIQs 
• Mission Assignments 

   

116. Oversee the implementation of IA-TAC resources as well and 
ensure the appropriate level of technical monitoring is provided. D-3   

117. Demonstrate an understanding of Mass Evacuation Support 
activities including evacuation tracking systems. D-3   

118. Demonstrate knowledge of how to coordinate the provision of life-
sustaining mass care services with impacted and host jurisdictions. D-3   
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Behavior/Activity: Serve as subject-matter expert on Mass Care/Emergency Assistance 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

119. Represent MC/EA in meetings and briefings with FEMA, state, 
voluntary agencies, other ESFs and the general public. D-2   

120. Coordinate with State leads for state MC/EA to assist with the 
development of comprehensive state MC/EA operational/response 
plans. 

D-2 
  

121. Provide programmatic and operational technical assistance to 
internal and external stakeholders. D-2   

    

Behavior/Activity: Act as primary point of contact for the Group 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

122. Prepare and present status and disaster-specific reports to 
immediate supervisor and State/Territory and/or Tribal and NGO 
partners, as appropriate. 

I 
  

123. Coordinate staff participation in conference calls. I   

    

Behavior/Activity: Provide technical assistance and guidance to State, tribal and local officials, JFO staff, 
Voluntary Organizations and other stakeholders regarding Mass Care/Emergency 
Assistance 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

124. Train and advise Mass Care/Emergency Assistance Task Force 
Leaders and Crew Leaders as they perform tasks related to Mass 
Care/Emergency Assistance functions. 

D-2 
  

125. Provide training opportunities to build State/Tribal/Local 
government and voluntary organization Mass Care/Emergency 
Assistance capability. 

D-2 
  

126. Share with state/tribal/local government and Voluntary 
Organizations specific insights, history, and lessons learned of 
Mass Care/Emergency Assistance operations. 

D-2 
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127. Provide training on the various FEMA Mass Care/Emergency 
Assistance information systems to state/territorial/tribal/local 
government and Voluntary Organizations. 

D-2 
  

• NSS 
• NEFRLS 
• NMETS 
• HSIN 

   

128. Coordinate the integration and development of Mass 
Care/Emergency Assistance planning consistent with identified 
state and local priorities. 

D-2 
  

129. Collaborate with the state to review and make recommendations 
for updates to the State Emergency Operations Plan relevant to 
Mass Care/Emergency Assistance activities and services in 
coordination with regional counterparts. 

D-2 
  

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

130. Negotiate the time of transition. I   

131. Provide for adequate overlap to ensure efficient transfer of duties. I   

132. Brief replacement on current situation. I   

133. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

134. Ensure that an effective transition of duties is accomplished. I   

135. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

136. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

137. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

138. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

139. Obtain performance appraisal from supervisor. I   

140. Report to the Training Unit upon completion of training 
assignment. I   

141. Make return travel arrangements. I   

142. Prepare the final travel voucher. I   

143. Return accountable property to Accountable Property Office 
(APO). I   

144. Submit final timesheet, appraisal form, and travel voucher. I   

145. Check out with the Automated Deployment Database (ADD). I   

146. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Mass Care/EA Group Supervisor (MCGS) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Mass Care/EA Group Supervisor (MCGS) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Mass Care/Emergency Assistance Group Supervisor 
(MCGS) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
         

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Mass Care/Emergency Assistance Specialist (MCSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    
Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 

your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    
Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   

23. Obtain requested status reports from State and other Mass 
Care/Emergency Assistance (MC/EA) partners as directed. D-3   
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24. Provide input and compose daily Mass Care/Emergency 
Assistance situation reports for input into the IAP, and other JFO 
reports, as required. 

D-3 
  

25. Advise and update immediate supervisor of successes and 
challenges that affect the timely delivery of Mass Care/Emergency 
Assistance services. 

D-3 
  

26. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

28. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

29. Exhibit appropriate public stewardship of taxpayer dollars. I   

    
Behavior/Activity: Support implementation of Mass Care/ Emergency Assistance activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Support your immediate supervisor and the Mass Care function in 
acquiring the current status of the Mass Care/Emergency 
Assistance functions. 

D-3 
  

• Regional Response Coordination Center (RRCC) 
• Deployed advance teams 
• Joint Field Office 
• State EOC or other field settings 
• ARC 

   



21 November 2011 MASS CARE/EMERGENCY ASSISTANCE SPECIALIST (MCSP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 9 

31. Assist with the utilization of information management systems to 
ensure Mass Care/Emergency Assistance data is accurately 
collected and disseminated. 

D-3 
  

• NEFRLS 
• NSS 
• WEB EOC 
• NMETS 
• State designated data tools 
• HSIN 

   

32. Assist in the coordination and development of correspondence in 
response to Congressional or private inquires related to Mass 
Care/Emergency Assistance functions. 

D-3 
  

    

Behavior/Activity: Analyze information and provide guidance to support Mass Care/Emergency Assistance 
objectives 

Competency: Knowledge of Program & Technical Protocols (C15) 

33. Support the analysis and provide guidance on the Stafford Act, 
regulations, agency policies, and other relevant Mass 
Care/Emergency Assistance functions. 

D-3 
  

• Mass Evacuation Support 
• Reunification Services 
• Access and Functional Needs 
• Household Pets Support (includes Service Animals) 
• Sheltering 
• Feeding 
• Distribution of Emergency Supplies 
• Medical (ESF 8) 

   

34. Analyze reports and plans to ensure Mass Care/Emergency 
Assistance objectives are being accomplished. D-3   

• Federal, State, and local situation reports 
• State/tribal/local Emergency Operations Plans 
• NGO partner operational plans and/or service delivery plans 
• Incident Action Plan 
• Federal Coordinating Officer (FCO) operational priorities and 

strategies 

   

35. Analyze the information provided by Mass Care/Emergency 
Assistance personnel or Non-Governmental Organization (NGO) 
staff to recommend additional resources necessary to meet the 
mission. 

D-3 
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Behavior/Activity: Seek opportunities for professional development 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Participate in ongoing training and professional development 
opportunities to enhance required skill sets and credentialing 
proficiency. 

D-3 
  

    

Behavior/Activity: Perform MC/EA functions by utilizing/demonstrating knowledge of MC/EA system and 
tools 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Provide technical assistance on the Stafford Act, regulations, 
agency policies, and other relevant Mass Care/Emergency 
Assistance functions. 

D-3 
  

38. Implement developed support solutions to address the Mass 
Care/Emergency Assistance identified service and resource 
shortfalls. 

D-3 
  

39. Support the Mass Care/Emergency Assistance Task Forces and 
Crews as required. D-3   

40. Assist in processing and tracking Action Request Forms (ARFs) in 
support of Mass Care/Emergency Assistance functions. D-3   

41. Utilize resource tracking systems in coordination with Mass 
Care/Emergency Assistance service providers. D-3   

42. Demonstrate operating knowledge and/or utilize the NSS in 
support of State mass activities. D-3   

43. Produce NSS Reports. D-3   

44. Demonstrate knowledge of reunification activities and issues and 
the systems that support reunification activities. D-3   

• National Emergency Family Registry and Locator System (NEFRLS) 
• National Emergency Child Locator Center (NECLC) 
• State 2-1-1 
• American Red Cross Safe & Well 

   

45. Demonstrate ability to effectively communicate NEFRLS system 
functions to external and internal stake holders. D-3   
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46. Demonstrate knowledge of and/or make recommendations for 
utilizing established IA contracting methods. D-3   

• IDIQs 
• BPAs 
• Mission Assignments 
• IA-TAC 

   

47. Demonstrate an understanding of Mass Evacuation Support 
activities including evacuation tracking systems. D-3   

• National Mass Evacuation Tracking Systems (NMETS) 
• Phoenix 
• Radiant System in TX 

   

48. Demonstrate knowledge of how to coordinate the provision of life-
sustaining mass care services with impacted and host jurisdictions. D-3   

49. Demonstrate detailed knowledge of multi-agency task forces and 
assessment teams. D-3   

• Sheltering 
• Feeding 
• Distribution of emergency supplies 
• Functional needs support 
• Household pets and service animals 
• Reunification services 
• Mass evacuation support 

   

50. Demonstrate knowledge and/or perform technical monitor 
activities. D-3   

• Review the disaster specific contract or purchase order to include the 
Statement of Work and deliverables 

• Review the disaster specific Quality Assurance Surveillance Plan as 
prepared by the IA COTR Crew Leader/Specialist 

• Monitor the disaster specific contract using the applicable checklist as 
directed by the IA COTR Crew Leader/Specialist 

• Alert the IA COTR Crew Leader/Specialist of any contractor issues 
that will affect the mission 

• Forward the checklist and/or report daily as directed by the IA COTR 
Crew Leader/Specialist 

• Monitor contract work progress per the contract specifications and/or 
deliverables as directed by the IA COTR Crew Leader/Specialist 

• Monitor contract or purchase order deliverables and provide acceptance 
recommendations to IA COTR Crew Leader/Specialist 

• Assist the IA COTR Crew Leader/Specialist in reviewing contractor 
invoices 
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51. Support the State Emergency Operations Center in the collection 
and reporting of timely and accurate Mass Care/Emergency 
Assistance information. 

D-3 
  

52. Assist with the transition of survivors from emergency shelters to 
transitional shelters or other temporary housing options as soon as 
feasible. 

D-3 
  

    

Behavior/Activity: Serve as subject-matter expert on Mass Care/Emergency Assistance 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Represent, as requested, the Mass Care/Emergency Assistance 
group in meetings and briefings with FEMA, State, voluntary 
organizations, and other ESFs and general public. 

D-3 
  

54. Assist State Mass Care/Emergency Assistance personnel with the 
integration and development of State Mass Care/Emergency 
Assistance plans. 

D-3 
  

55. Provide programmatic and/or operational technical assistance to 
internal and external stakeholders as requested. D-3   

56. Participate in Mass Care/Emergency Assistance staff meetings and 
be prepared to report status of current tasks. D-3   

    

Behavior/Activity: Provide technical assistance and guidance to State, tribal and local officials, JFO staff, 
Voluntary Organizations and other stakeholders regarding Mass Care/Emergency 
Assistance 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Assist with training and advising other Mass Care/Emergency 
Assistance Specialists as they perform tasks related to Mass 
Care/Emergency Assistance functions. 

D-3 
  

58. Suggest and assist in providing training opportunities to build 
State/tribal/local and voluntary organization Mass Care/Emergency 
Assistance capability. 

D-3 
  

59. Share with State/Tribal/Local and Voluntary Organizations 
specific insights, history, and lessons learned of Mass 
Care/Emergency Assistance operations. 

D-3 
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60. Assist with training on the various Mass Care/Emergency 
Assistance information systems for State/Tribal/Local and 
Voluntary Organizations. 

D-3 
  

• NSS 
• NEFRLS 
• NMETS 
• HSIN 

   

61. Support the integration and development of Mass Care/Emergency 
Assistance planning consistent with identified State and local 
priorities in coordination with regional authorities. 

D-3 
  

62. Collaborate with regional counterparts to review and make 
recommendations for updates to the Mass Care/Emergency 
Assistance sections of the State’s Emergency Operations Plans. 

D-3 
  

63. Assist in the coordination and development of correspondence in 
response to congressional or private inquires related to Mass 
Care/Emergency Assistance functions. 

D-3 
  

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Obtain the time of transition from immediate supervisor. I   

65. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

66. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Obtain performance appraisal from supervisor. I   

68. Report to the Training Unit upon completion of training 
assignment. I   

69. Make return travel arrangements. I   

70. Prepare the final travel voucher. I   

71. Return accountable property to the Accountable Property Office 
(APO). I   

72. Submit final timesheet, appraisal form, and travel voucher. I   

73. Check out with the Automated Deployment Database (ADD). I   

74. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Mass Care/EA Specialist (MCSP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Mass Care/EA Specialist (MCSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Mass Care/Emergency Assistance Specialist (MCSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Mass Care/Emergency Assistance Task Force Leader 
(MCTL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate Forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any necessary organizational adjustments. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

31. Consult with immediate supervisor to plan coordination with the 
VAL function to ensure close collaboration on relevant voluntary 
organization staffing and service delivery issues. 

D-3 
  

32. Ensure MC/EA coordination with Logistics to de-conflict mass 
care resource procurement, prioritization, transportation and 
delivery. 

D-3 
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

34. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

35. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

36. Share current information with co-workers and immediate 
supervisor. D-3   

37. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Attend scheduled briefings as required. D-3   

39. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

40. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

41. Brief immediate supervisor on results of debriefings. D-3   

42. Obtain and review status reports from State and other Mass 
Care/Emergency Assistance partners. D-3   

43. Obtain, prepare and review daily input from subordinates for 
MC/EA situation reports and input into the IAP. D-3   

44. Provide situation reports and updates to the immediate supervisor 
for the FCO Briefings and IAP. D-3   

45. Advise and update the IA Branch Director/Group Supervisor of 
successes and challenges that affect the timely delivery of Mass 
Care/Emergency Assistance services. 

D-3 
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

47. Hold personnel accountable for the execution of assigned tasks. D-3   

48. Delegate specific authority based on the assigned tasks to assigned 
Specialists. D-3   

49. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

50. Request additional resources or release surplus resources. D-3   

51. Address logistical problems that subordinates report. D-3   

52. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

53. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

54. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

55. Keep assigned personnel informed of changes. D-3   

56. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

57. Make recommendations for next operational period to immediate 
supervisor. D-3   

 

Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

58. Ensure that local officials are receiving the necessary information 
and support in accordance with the Stafford Act. D-3   

59. Ensure FEMA is hearing the concerns of local officials. D-3   
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60. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-3   

61. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

62. Share critical information, tactics, and contingency plans with 
state, tribal, and local officials. D-3   

63. Take early action to mitigate or resolve coordination issues. D-3   

64. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

65. Coordinate with the state to facilitate the transition of applicants 
from emergency shelters to transitional shelters or other temporary 
housing options as soon as feasible. 

D-3 
  

66. Foster teamwork and emphasize a unified approach. D-3   

 

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

68. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

69. Establish work assignments and set priorities. D-3   

70. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   



21 November 2011 MASS CARE/EA TASK FORCE LEADER (MCTL) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 13 

71. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

72. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

73. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

74. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

75. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

76. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

77. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

78. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

80. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

81. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Implement Mass Care/Emergency Assistance Activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Develop and implement the Mass Care/Emergency Assistance 
staffing plan and assist in deployment of selected staff and task 
force members in coordination with the IA Branch Director / 
Group Supervisor. 

D-3 
  

83. Gather and review reports and response data from the Mass 
Care/Emergency Assistance desk at the Regional Response 
Coordination Center (RRCC) and any deployed advance teams. 

D-3 
  

84. Review current status of state and Mass Care/Emergency 
Assistance activities and functions. D-3   

• Mass Evacuation Support 
• Reunification Services 
• Access and Functional Needs 
• Functional Needs Support 
• Household Pets Support (includes Service Animals) 
• Sheltering 
• Feeding 
• Distribution of Emergency Supplies 

   

85. Meet with the state representative(s) responsible for Mass 
Care/Emergency Assistance to obtain and coordinate information, 
service delivery and reporting times and identify any projected 
shortfalls. 

D-3 
  

86. Review the Mass Care/Emergency Assistance organizational chart 
and recommend functions to be assigned at the JFO. D-3   

87. Activate Crews, as required, in support of the State Mass 
Care/Emergency Assistance activities. D-3   

88. Coordinate with VAL Group to determine Volunteer Organizations 
involved with Mass Care/Emergency Assistance and request 
specific organizations to be assigned to the JFO. 

D-3 
  

89. Support the State Emergency Operations Center in the collection 
and reporting of accurate and timely Mass Care/Emergency 
Assistance information. 

D-3 
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90. Coordinate and support effective use of information management 
systems to ensure Mass Care/Emergency Assistance data is 
accurately collected, analyzed, and effectively reported. 

D-3 
  

• NEFRLS 
• FEMA and ARC NSS 
• HSIN 
• WEB EOC 
• NMETS 
• State designated data tools 

   

91. Provide input for Mass Care and Emergency Assistance Support 
Plan to immediate supervisor. D-3   

 

Behavior/Activity: Analyze information and provide guidance to support Mass Care/Emergency Assistance 
objectives 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Analyze and provide guidance on the Stafford Act, regulations, 
agency policies, and other relevant Mass Care/Emergency 
Assistance functions. 

D-3 
  

• Mass Evacuation Support 
• Reunification Services 
• Access and Functional Needs 
• Household Pets Support (includes Service Animals) 
• Sheltering 
• Feeding 
• Distribution of Emergency Supplies 
• Medical (ESF 8) 
• Section 403 

   

93. Analyze reports, field observations, and plans to ensure Mass 
Care/Emergency Assistance objectives are being accomplished. D-3   

• Federal, State/Territorial, tribal and Local situation reports 
• State/Territorial/Tribal/Local Emergency Operations Plans 
• NGO partner operational plans and/or service delivery plans 
• Incident Action Plan 
• Federal Coordinating Officer (FCO) operational priorities and 

strategies 

   

94. Analyze Mass Care/Emergency Assistance provider activities to 
determine services and resources shortfalls to develop support 
solutions. 

D-3 
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Behavior/Activity: Perform MC/EA functions and utilize/demonstrate knowledge of MC/EA system and tools 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

95. Provide technical assistance on the Stafford Act, regulations, 
agency policies, and other relevant Mass Care/Emergency 
Assistance functions. 

D-3 
  

96. Develop and implement the support solutions to address the Mass 
Care/Emergency Assistance services and resource shortfalls 
identified. 

D-3 
  

97. Demonstrate knowledge of and ability to implement multi-agency 
task forces and assessment teams. D-3   

• Sheltering 
• Feeding 
• distribution of emergency supplies 
• functional needs support 
• household pets and service animals 
• reunification services 
• mass evacuation support 

   

98. Supervise subordinates in support of the State Mass 
Care/Emergency Assistance activities. D-3   

99. Coordinate and validate Action Request Forms (ARFs) in support 
of Mass Care/Emergency Assistance functions. D-3   

100. Implement MC/EA utilization of the single point tracking system 
established by Logistics (e.g., e-Tasker and eCAP) with support 
from Mass Care/Emergency Assistance service providers. 

D-3 
  

101. Demonstrate knowledge of the implementation of Functional 
Needs Support Services, and familiarity with contracted 
capabilities for functional needs support. 

D-3 
  

• Durable medical equipment 
• Consumable medical supplies 

   

102. Facilitate coordination with the DHS/FEMA Office of Disability 
Integration and Coordination, other Federal agencies, State and 
local agencies and voluntary organizations in the identification of 
disaster survivors’ functional and access needs and the provision of 
services. 

D-3 

  

103. Facilitate coordination of Mass Care/Emergency Assistance 
services for Household Pets and Service Animals support, with 
other Federal agencies, State and local agencies and voluntary 
organizations. 

D-3 
  

104. Perform functional supervision of subordinates in the application 
of the National Shelter System (NSS) to access shelter data and 
produce reports. 

D-3 
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105. Demonstrate knowledge of reunification activities and issues and 
the systems that support reunification activities. D-3   

• National Emergency Family Registry and Locator System (NEFRLS) 
• National Emergency Child Locator Center 
• State 2-1-1 
• American Red Cross Safe & Well system 

   

106. Facilitate the coordination of Team Adam and the integration of 
the resources of the National Center for Missing and Exploited 
Children (NCMEC) into operations as needed. 

D-3 
  

107. Demonstrate the ability to activate, Implement and manage 
multiple mechanisms for procurement. D-3   

• IDIQs 
• BPAs 
• Mission Assignments 
• IA-TAC 

   

108. Demonstrate the ability to oversee the implementation of IA-TAC 
resources and ensure the appropriate level of technical monitoring 
is provided. 

D-3 
  

109. Demonstrate an understanding of Mass Evacuation Support 
activities including evacuation tracking systems. D-3   

110. Demonstrate knowledge of how to coordinate the provision of life-
sustaining mass care services with impacted and host jurisdictions. D-3   

    

Behavior/Activity: Serve as subject-matter expert for Mass Care/Emergency Assistance 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

111. Represent the Mass Care/Emergency Assistance function in 
meetings and briefings with FEMA, State, voluntary agencies, 
other ESFs, and the general public. 

D-3 
  

112. Coordinate with State leads for State Mass Care/Emergency 
Assistance to assist with the development of comprehensive State 
Mass Care/Emergency Assistance operational/response plans. 

D-3 
  

113. Provide programmatic and operational technical assistance to 
internal and external stakeholders. D-3   

114. Coordinate with the IA Communications Specialist regarding 
development of correspondence in response to congressional or 
private inquiries related to Mass Care/Emergency Assistance 
functions. 

D-3 
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Behavior/Activity: Provide technical assistance and guidance to state, territorial, tribal and local officials, 
JFO staff, Voluntary Organizations and other stakeholders regarding Mass 
Care/Emergency Assistance 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

115. Train and advise Mass Care/Emergency Assistance Specialists and 
Crew Leaders as they perform tasks related to Mass 
Care/Emergency Assistance functions. 

D-3 
  

116. Provide training opportunities to build State/ Territorial/ Tribal/ 
Local and voluntary organizations Mass Care/Emergency 
Assistance capability. 

D-3 
  

117. Share with state/ territorial /tribal/local government and Voluntary 
Organizations specific insights, history, and lessons learned of 
Mass Care/Emergency Assistance operations. 

D-3 
  

118. Provide training on the various FEMA Mass Care/Emergency 
Assistance information systems to State/ Territorial/Tribal/Local 
government and Voluntary Organizations. 

D-3 
  

• NSS 
• NEFRLS 
• NMETS 

   

119. Coordinate the integration and development of Mass 
Care/Emergency Assistance planning consistent with identified 
state and local priorities. 

D-3 
  

120. Collaborate with the state to review and make recommendations 
for updates to the State Emergency Operations Plan relevant to 
Mass Care/Emergency Assistance activities and services in 
coordination with regional counterparts. 

D-3 
  

    

Behavior/Activity: Act as primary point of contact for the Task Force 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

121. Prepare and present status and disaster-specific reports to 
immediate supervisor and State and/or Tribal, and NGO partners, 
as appropriate. 

D-3 
  

122. Coordinate staff participation in conference calls. D-3   
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

123. Negotiate the time of transition. I   

124. Provide for adequate overlap to ensure efficient transfer of duties. I   

125. Brief replacement on current situation. I   

126. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

127. Ensure that an effective transition of duties is accomplished. I   

128. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

129. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

130. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

131. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

132. Obtain performance appraisal from supervisor. I   

133. Report to the Training Unit upon completion of training 
assignment. I   

134. Make return travel arrangements. I   

135. Prepare the final travel voucher. I   

136. Return accountable property to the Accountable Property Office 
(APO). I   

137. Submit final timesheet, appraisal form, and travel voucher. I   

138. Check out with the Automated Deployment Database (ADD). I   

139. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Mass Care/EA Task Force Leader (MCTL) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Mass Care/EA Task Force Leader (MCTL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Mass Care/Emergency Assistance Task Force Leader 
(MCTL) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

 

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

 

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   
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23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Execute ONA Program 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Demonstrate knowledge of State Administrative Plan. D-3   

28. Review the current Individuals and Households Program (IHP) 
Inspection Guidelines and Addendums. D-3   

29. Collect, review, and verify the Individuals & Households Programs 
(IHP) - Other Needs Assistance (FEMA Form 90-153) and disaster 
setup information, including ONA line item prices for the declared 
counties. 

D-3 
  

30. Participate in the Contractor pre-briefing and outline any ONA 
related issues. D-3   
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31. Inform NCT ONA point of contact of the status of the FEMA-State 
Agreement (FSA). D-3   

32. Confirm funds are obligated for FEMA Option, and with Smartlink 
checked for Joint Option. D-3   

33. Verify State and Federal funds are available for program use, in 
coordination with immediate supervisor. D-3   

34. Coordinate with the State to identify concerns and issues and 
update status of ONA processing. D-3   

35. Monitor timely and sensitive processing of ONA funeral 
applications. D-3   

36. Coordinate with ISC and NPSC Liaison to reissue inspections 
when required. D-3   

37. Inform immediate supervisor of issues that may impact delivery of 
ONA. D-3   

38. Review ONA reports, categories, NEMIS queues and custom lists. D-3   

39. Conduct ONA Mid-Program Review, if required. D-3   

40. Assemble and maintain ONA files for transition to regional / close 
out office. D-3   

41. Provide Situation Report and Incident Action Planning information 
to immediate supervisor or designee. D-3   

42. Compile and forward ONA-related RAMP issues to immediate 
supervisor or designee. D-3   

43. Serve the ONA program proficiently both within the JFO and at a 
non-JFO location if the state processes remotely. D-3   

    

Behavior/Activity: Demonstrate knowledge of Joint Option ONA Program 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Demonstrate to a qualified supervisor the ability to process ONA 
cases using NEMIS. E   

45. Demonstrate to a qualified supervisor the ability to train staff to 
process ONA cases using NEMIS. E   
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46. Demonstrate knowledge of ONA Joint Processes. E   

• Disbursements of funds 
• Staffing 
• Recovery of funds 
• Mail processing 
• Appeals 

   

    

Behavior/Activity: Seek opportunities for professional development 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Participate in ongoing training and professional development 
opportunities to enhance required skill sets and credentialing 
proficiency. 

D-3 
  

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Obtain the time of transition from immediate supervisor. I   

49. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

50. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Obtain performance appraisal from supervisor. I   

52. Report to the Training Unit upon completion of training 
assignment. I   

53. Make return travel arrangements. I   

54. Prepare the final travel voucher. I   

55. Return accountable property to the Accountable Property Office 
(APO). I   

56. Submit final timesheet, appraisal form, and travel voucher. I   

57. Check out with the Automated Deployment Database (ADD). I   

58. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

ONA Specialist (ONSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

ONA Specialist (ONSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

ONA Specialist (ONSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Private/Commercial Site Crew Leader (PCCL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any necessary organizational adjustments. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   

35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    
Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 
Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
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39. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Hold personnel accountable for the execution of assigned tasks. D-3   

41. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

42. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

43. Request additional resources or release surplus resources. D-3   

44. Address logistical problems that subordinates report. D-3   

45. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

46. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

47. Keep assigned personnel informed of changes. D-3   

48. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

49. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

51. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

52. Establish work assignments and set priorities. D-3   

53. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

54. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

55. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

56. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

57. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

58. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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59. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

60. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

61. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

63. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

64. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Perform direct housing planning and coordination activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Identify available commercial sites within reasonable commuting 
distance of displaced survivors. D-3   

66. Review information collected from potential commercial sites and 
provide recommendation to immediate supervisor. D-3   

67. Verify temporary housing unit setup installation and transportation 
permitting requirements. D-3   

68. Coordinate with the State led Housing Task Force for any or to 
expedite the permitting process. D-3   

69. Identify geographical and logistical constraints which may affect 
the Direct Housing mission implementation and recommend 
solutions. 

D-3 
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Behavior/Activity: Coordinate Temporary Housing Unit Supply Chain 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Coordinate with Logistics to verify timelines for delivery of units 
from Logistics Centers, and address quality issues. D-3   

71. Deploy subordinates to temporary housing storage sites or forward 
staging areas to support joint program acceptance inspection of 
housing units. 

D-3 
  

72. Coordinate with Headquarters to verify timelines for delivery of 
units from manufacturers, and address quality issues. D-3   

73. Coordinate with Logistics and GSA to dispose of surplus 
temporary housing units as appropriate. D-3   

 

Behavior/Activity: Manage Direct Housing on Private Sites 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Coordinate with DARAC crew to ensure incoming site inspection 
requests include all necessary information. D-3   

75. Direct subordinates to complete Site Inspection Requests. D-3   

76. Manage the process for floodplain management regulation 
compliance for private site placements in coordination with state 
and local officials, FEMA OCC, and Mitigation. 

D-3 
  

77. Direct subordinates to perform Ready for Occupancy (RFO) 
Inspections and Applicant Lease-ins. D-3   

78. Coordinate with Electrical Utility companies to activate electrical 
service connections for FEMA temporary housing units. D-3   
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Behavior/Activity: Manage Direct Housing on Commercial Sites 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Direct subordinates to complete commercial site assessments. D-3   

80. Review park rules and proposed pad lease costs of potential 
commercial sites. D-3   

81. Perform cost comparison and justification for commercial site 
upgrade. D-3   

82. Ensure compliance with environmental and floodplain 
management regulations. D-3   

83. Coordinate commercial pad leases with Contracting Officer. D-3   

84. Ensure utility accounts for commercial sites are established and 
maintained. D-3   

 

Behavior/Activity: Coordinate IA Direct Housing contracts with IA COTR 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Act as a liaison between the COTR and the Contracting 
Officer/Finance Section. D-3   

86. Act as the technical liaison between the COTR and the Contracting 
Officer. D-3   

87. Coordinate with the COTR to identify acquisition requirements 
and objectives for the direct housing mission. D-3   

88. Coordinate with the COTR to prepare for the kick-off meeting. D-3   

89. Coordinate with the COTR to prepare contract status reports as 
required by the mission. D-3   

  



21 November 2011 PRIVATE/COMMERCIAL SITE CREW LEADER (PCCL) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 15 

Behavior/Activity: Coordinate with the COTR to establish or implement contracts to support IA Direct 
Housing Programs 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

90. Determine the scope and requirements to initiate the development 
of acquisition documents. D-3   

91. Perform market research. D-3   

92. Prepare acquisition documents, as required. D-3   

• Statement of Work 
• Independent Government Cost Estimate 
• Acquisition Plan 
• Justification and Analysis 
• Technical Evaluation 

   

93. Assist the Contracting Officer with the preparation of the 
solicitation, as required. D-3   

94. Conduct a Source Selection Evaluation Board, as required. D-3   

95. Prepare the Quality Assurance Surveillance Plan. D-3   

96. Conduct kick-off meeting. D-3   

97. Prepare and recommend contract modifications in support of 
mission requirements to the Contracting Officer. D-3   

98. Coordinate transfer of maintenance responsibilities to local or 
small business contractors. D-3   
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Behavior/Activity: Ensure coordination with COTR to perform Direct Housing contract administration and 
technical monitoring 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

99. Create and maintain the COTR folder. D-3   

100. Plan and establish work schedules, deadlines and standards for 
technical monitors. D-3   

101. Brief technical monitors on contract requirements and objectives. D-3   

102. Create and maintain a burn rate spreadsheet that depicts 
obligations and expenditures per Contract Line Item Number 
(CLIN). 

D-3 
  

103. Review requests for payment (invoices) to accept work and 
authorize payments. D-3   

104. Prepare Receiving Reports for contractor invoices and approve, 
disapprove or partial pay invoices within the first 7 days of receipt. D-3   

105. Notify the Contracting Officer when invoices are paid in full, in 
part, or not at all. D-3   

106. Direct the technical monitors in the performance of their duties. D-3   

107. Ensure UFAS requirements are met. D-3   

108. Monitor and determine the adequacy of contractor performance in 
accordance with the contract. D-3   

109. Perform inspection and acceptance actions; inform Contracting 
Officer when rejecting or accepting nonconformance. D-3   

110. Notify the Contracting Officer of any contractor issues and any 
factors which may cause delay or impact work performance. D-3   

111. Identify and determine the necessity of a Stop Work Order as 
required. D-3   

112. Inspect the contractor’s work products and track work schedule to 
ensure timely completion of work. D-3   

113. Document contractor performance and maintain in COTR folder. D-3   

114. Conduct Contractor Performance Assessment Reports (CPARs) as 
required by the Contracting Officer. D-3   

115. Execute the Quality Assurance Surveillance Plan. D-3   

116. Assist the Contracting Officer in analyzing a claim, recommend 
settlement position, and participate in the resolution process. D-3   
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117. As required document evidence of a contract breach, suggest 
appropriate contract remedy, and assist in evaluating contractor 
response with the Contracting Officer. 

D-3 
  

118. De-obligate excess funds from contract as required. D-3   

119. Initiate the contract closeout process with the Contracting Officer. D-3   

120. Coordinate the disposition of Government Furnished 
Property/Equipment. D-3   

    

Behavior/Activity: Coordinate with the COTR to provide oversight of Direct Housing acquisition activities in 
IA 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

121. Ensure adherence of contract to applicable policies and regulations 
per 48 CFR, Federal Acquisition Regulations. D-3   

122. Report to the Contracting Officer/Finance Section as COTR. D-3   

123. Respond to contractual inquiries and provide technical assistance 
as required. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

124. Negotiate the time of transition. I   

125. Provide for adequate overlap to ensure efficient transfer of duties. I   

126. Brief replacement on current situation. I   

127. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

128. Ensure that an effective transition of duties is accomplished. I   

129. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

130. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

131. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

132. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

133. Obtain performance appraisal from supervisor. I   

134. Report to the Training Unit upon completion of training 
assignment. I   

135. Make return travel arrangements. I   

136. Prepare the final travel voucher. I   

137. Return accountable property to the Accountable Property Office 
(APO). I   

138. Submit final timesheet, appraisal form, and travel voucher. I   

139. Check out with the Automated Deployment Database (ADD). I   

140. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Private/Commercial Site Crew Leader (PCCL) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Private/Commercial Site Crew Leader (PCCL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Private/Commercial Site Crew Leader (PCCL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

VAL Crew Leader (VACL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any necessary organizational adjustments. D-3   

29. Demonstrate knowledge of the process to generate Mission 
Assignment(s). D-3   

30. Demonstrate knowledge of the process to arrange for Invitational 
Travel for needed voluntary organization SMEs. D-3   

31. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

32. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

34. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

35. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

36. Share current information with co-workers and immediate 
supervisor. D-3   

37. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

  



VAL CREW LEADER (VACL) 21 November 2011 

10 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Attend scheduled briefings as required. D-3   

39. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

40. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

41. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Hold personnel accountable for the execution of assigned tasks. D-3   

43. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

44. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

45. Request additional resources or release surplus resources. D-3   

46. Address logistical problems that subordinates report. D-3   

47. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   



21 November 2011 VAL CREW LEADER (VACL) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 11 

48. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   
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57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

61. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

66. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Coordinate with and provide technical assistance to relevant internal partners 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Report problems, trends, and issues to the immediate supervisor 
and assist in resolving challenges. D-3   

68. Provide input to immediate supervisor for Individual Assistance 
(IA) meetings, including specific issues and concerns raised 
relative to voluntary agencies, and voluntary agency/community 
disaster activities. 

D-3 
  

    

Behavior/Activity: Understand and perform basic donations and volunteer management functions 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

69. Demonstrate knowledge of FEMA’s support role in donations and 
volunteer management on a disaster. D-3   

70. Demonstrate knowledge of the regulations, policies, procedures, 
and other documents and practices pertaining to donations and 
volunteer management. 

D-3 
  

71. Analyze specific donations and volunteer management issues and 
address concerns of internal and external partners. D-3   

72. Provide donations related information to internal and external 
partners, including to the state and/or national VOAD. D-3   

73. Assist the State Volunteer and Donations Coordinator with issues 
of spontaneous and unaffiliated volunteers, cash management, and 
product donations management. 

D-3 
  

74. Explain to government, voluntary, faith-based, community, and 
private sector organizations the best practices of donations and 
volunteer management. 

D-3 
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Behavior/Activity: Coordinate with state, federal, tribal, local officials, and voluntary organizations to ensure 
unity of effort 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. When directed, coordinate with state and local government 
personnel and other appropriate state and federal personnel. D-3   

76. Engage in a productive, positive relationship with state and local 
officials. D-3   

77. Provide organizational, developmental, and professional 
competence in the leadership of special projects as directed. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

78. Negotiate the time of transition. I   

79. Provide for adequate overlap to ensure efficient transfer of duties. I   

80. Brief replacement on current situation. I   

81. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

82. Ensure that an effective transition of duties is accomplished. I   

83. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

85. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

86. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

87. Obtain performance appraisal from supervisor. I   

88. Report to the Training Unit upon completion of training 
assignment. I   

89. Make return travel arrangements. I   

90. Prepare the final travel voucher. I   

91. Return accountable property to the Accountable Property Office 
(APO). I   

92. Submit final timesheet, appraisal form, and travel voucher. I   

93. Check out with the Automated Deployment Database (ADD). I   

94. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

VAL Crew Leader (VACL) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

VAL Crew Leader (VACL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

VAL Crew Leader (VACL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

VAL Group Supervisor (VAGS) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. E   

6. Obtain agency identification (badge) or other government-issued 
identifications. E   
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7. Obtain additional job-required equipment or supplies. E   

• Computer 
• Cellular, desk phone, satellite phone, radio, etc. 
• Handheld GPS, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 
• Obtain current Incident Action Plan (IAP), if available 
• Obtain schedule of appropriate meetings or conference calls 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current state and local 

priorities 
• Reporting requirements of the branches (essential elements of 

information [EEI]) 

   

11. Identify topics, issues and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

24. Notify the Safety Officer of any accidents. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

• Incident objectives 
• Coordination needs at the division level 
• Coordination needs at the state and local level 

   

26. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

27. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

28. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

29. Make any necessary organizational adjustments. D-3   

30. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

31. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

32. Generate appropriate Mission Assignments. D-2   

33. Arrange for Invitational Travel for needed voluntary organization 
SMEs. D-2   

• CWS trainers 
• UMCOR 
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

35. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

36. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

37. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

38. Share current information with co-workers and immediate 
supervisor. D-3   

39. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Coordinate with the program’s Branch Director to prepare for the 
Operations Tactics meeting. D-3   

41. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-3   

42. Ensure that task descriptions provide clear, concise direction and 
performance expectations that support the incident objectives. D-3   

43. Ensure that accurate operational information is included on the ICS 
215. D-3   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

44. Attend the Operations Tactics meeting if requested. D-3   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Attend scheduled briefings as required (may be via conference 
call). D-3   

46. Conduct the Operations briefing for group personnel in person 
and/or remotely (e.g., conference call) and check for 
understanding. 

D-3 
  

• Discuss special safety considerations or hazards situations 
• Incident facilities, types, and location 
• Review the incident objectives 
• Review the current situation 
• Brief the Task Force Leaders, Crew Leaders, assigned managers, and 

group supervisors on their assignments 
• Discuss special safety considerations or situations 
• Brief on changes to the approved IAP if necessary 
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47. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

48. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

50. Hold personnel accountable for the execution of assigned tasks. D-3   

51. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

52. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

53. Consult with affected program areas on plans to re-task resources 
with the division, based on local operational requirements. D-3   

54. Request additional resources or release surplus resources. D-3   

55. Address logistical problems that subordinates report. D-3   

56. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

57. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

58. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

59. Keep assigned personnel informed of changes. D-3   
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60. Notify immediate supervisor of unit personnel status changes when 
they occur. D-3   

61. Make recommendations for next operational period to immediate 
supervisor. D-3   

62. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

63. Foster teamwork and emphasize a unified approach. D-3   

    

Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Serve as primary VAL POC for state, federal, tribal, local officials, 
and private sector partners. D-2   

• Provide information about IA programs to internal and external 
partners 

• Share critical information, tactics and contingency plans 
• Be pro-active in anticipating coordination issues early and take actions 

to mitigate or resolve 

   

65. Ensure that local officials are receiving the necessary information 
and support in accordance with the Stafford Act. D-3   

66. Ensure that FEMA is hearing the concerns of local officials. D-3   

67. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-3   

68. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

69. Share critical information, tactics, and contingency plans with 
state, tribal, and local officials. D-3   

70. Take early action to mitigate or resolve coordination issues. D-3   

71. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

72. Foster teamwork and emphasize a unified approach. D-3   

  



21 November 2011 VAL GROUP SUPERVISOR (VAGS) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 13 

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

74. Explain how the unit’s assignments fit into the context of the 
bigger picture. D-3   

75. Establish work assignments and set priorities. D-3   

76. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

77. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

78. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

79. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

80. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

81. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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82. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

83. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

85. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

86. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Organize VAL-related information collection and distribution 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

87. Review, analyze and interpret regulations, policies, and procedures 
pertaining to voluntary agency and government disaster assistance 
programs. 

D-2 
  

88. Prioritize VAL information collection requirements. D-2   

89. Identify State and local Emergency Operations Plan priorities. D-2   

90. Ensure external partner capabilities are disseminated to specialists. D-2   

91. Ensure specialists use computer-based systems to effectively 
manage information. D-2   

• Homeland Security Information Network (HSIN) 
• NEMIS 
• WEBI/Infoview 
• FIDA custom reports requests 
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Behavior/Activity: Coordinate with and provide technical assistance to relevant internal partners 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Monitor other FEMA sections’ reports to identify VAL-relevant 
issues and opportunities. D-2   

93. Attend and contribute to planning and strategy sessions. D-2   

94. Ensure that federal records management practices are followed. D-2   

95. Serve as the primary VAL POC for the JFO. D-2   

• External Affairs 
• Mitigation 
• Public Assistance 

   

96. Manage the vetting of all written release and routine use inquiries. D-2   

97. Coordinate with the MC/EA function to ensure close collaboration 
on relevant voluntary organization staffing and service delivery 
issues. 

D-2 
  

    

Behavior/Activity: Provide technical assistance and support to voluntary agencies 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

98. Ensure that VAL specialists are appropriately guiding partners in 
the Routine Use and Written Consent processes. D-2   

99. Resolve issues and alleviate concerns relative to voluntary 
agencies. D-2   

100. Identify opportunities to support partner projects (i.e. manage 
invitational travel). D-2   
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Behavior/Activity: Maintain strategic VAL partnerships 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

101. Serve as primary POC to State voluntary agency liaison and State 
donations coordinator. D-2   

102. Serve as the Primary POC for information-sharing matters 
including Written Consent and Routine Use. D-2   

103. Attend and support organization of meetings with voluntary, faith-
based, and community organizations outside the JFO. D-2   

104. Oversee all partner relationship-building activities. D-2   

105. Maintain communication with state Voluntary Organizations 
Active in Disaster (VOAD) and the National Voluntary 
Organizations Active in Disaster (NVOAD). 

D-2 
  

106. Communicate on an ongoing basis with the State and DHS Office 
for Faith-based and Community Initiatives. D-2   

107. Serve as the primary VAL POC to critical partners external to the 
JFO. D-2   

• ESF partners 
• Other Federal Agencies 
• State and local agencies 

   

108. Participate in the State-led Housing Task Force. D-2   

109. Support FEMA led initiatives. D-2   

• Citizen Corps 
• Disaster Case Management 
• Mitigation 

   

110. Coordinate external partner access to JFO, DRCs, and alternate 
work locations. D-2   
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Behavior/Activity: Organize VAL-specific operational activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

111. Prioritize operational activities for subordinates. D-2   

112. Serve as the primary consultant for the establishment of long-term 
individual recovery efforts. D-2   

113. Solve problems through collaboration with voluntary agencies. D-2   

114. Execute and supervise all Mission Assignment responsibilities. D-2   

 

Behavior/Activity: Supervise FEMA processes related to donations and volunteer management 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

115. Ensure specialists understand FEMA role in supporting, not 
leading, the state regarding donations and volunteer management. D-2   

116. Resolve issues and alleviate concerns relevant to donations 
management partners. D-2   

117. Ensure External Affairs is notified of success stories regarding 
donations management. D-2   

118. Coordinate with FEMA and State External Affairs to produce an 
effective public and private-sector messaging strategy. D-2   

119. Ensure that donations management specialists are promoting the 
best practices of donations and volunteer management. D-2   

  



VAL GROUP SUPERVISOR (VAGS) 21 November 2011 

18 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Behavior/Activity: Ensure a complete and effective closeout and transition of the VAL responsibilities to the 
Region 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

120. Coordinate with immediate supervisor to develop and carry out a 
rightsizing plan to ensure that all program functions are adequately 
staffed. 

D-2 
  

• Ensure that supervisors provide release information to staff in a timely 
manner 

   

121. Prepare a transition memo to the immediate supervisor that 
includes up-to-date functional area status at the time of transition. D-2   

122. Dispose of non-archived files and materials at the termination of 
activities. D-2   

123. Prepare official files for transfer to Region. D-2   

• Incident records shipped to the appropriate Region 
• ‘Chain of custody’ maintained for all documents 

   

124. Produce a comprehensive closeout report of donations 
management activities. D-2   

125. Complete and package VAL files for transition to the Region. D-2   

126. Transition voluntary agency coordination to the Region. D-2   

127. Transition donation management duties to the Region. D-2   

128. Submit items for the Remedial Action Management Program 
(RAMP). D-2   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

129. Negotiate the time of transition. I   

130. Provide for adequate overlap to ensure efficient transfer of duties. I   

131. Brief replacement on current situation. I   

132. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 
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133. Ensure that an effective transition of duties is accomplished. I   

134. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

135. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

136. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

137. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

138. Obtain performance appraisal from supervisor. I   

139. Report to the Training Unit upon completion of training 
assignment. I   

140. Make return travel arrangements. I   

141. Prepare the final travel voucher. I   

142. Return accountable property to Accountable Property Office 
(APO). I   

143. Submit final timesheet, appraisal form, and travel voucher. I   

144. Check out with the Automated Deployment Database (ADD). I   

145. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

VAL Group Supervisor (VAGS) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

VAL Group Supervisor (VAGS) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

VAL Group Supervisor (VAGS) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

VAL Specialist (VASP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    
Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 

your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    
Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   
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23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Gather, analyze, and distribute VAL-related information 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Review and explain regulations, policies, procedures, and other 
documents pertaining to voluntary agency and government disaster 
assistance programs. 

E 
  

28. Assist immediate supervisor to identify State and local Emergency 
Operations Plan priorities. D-3   

29. Support immediate supervisor in the collection, collation and 
distribution of relevant voluntary agency activity reports. D-3   

30. Support immediate supervisor in analyzing specific issues, and 
address concerns relative to voluntary agencies. D-3   

31. Identify Federal, State, local, voluntary, faith based and 
community organization resource partners that can meet disaster-
related needs. 

I 
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32. As directed, develop and distribute a resource directory based on 
information collected. D-3   

33. Obtain voluntary agency assessment information and initial 
response phase activities to support either the Preliminary Damage 
Assessment process or early VAL-priority setting. 

D-3 
  

34. Utilize computer-based systems to effectively manage information. D-3   

• Homeland Security Information Network (HSIN) 
• NEMIS 
• WEBI/Infoview 
• FIDA custom reports requests 

   

    

Behavior/Activity: Coordinate with and provide technical assistance to relevant internal partners 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Report problems, trends, and issues to the immediate supervisor 
and assist in resolving challenges. D-3   

36. Provide input to immediate supervisor for Individual Assistance 
(IA) meetings, including specific issues and concerns raised 
relative to voluntary agencies, and voluntary agency/community 
disaster activities. 

D-3 
  

37. Support shelter closing by coordinating with partners to ensure that 
applicants are transitioned from shelters, essential services and 
donated items are provided, and emergent needs are met. 

D-3 
  

38. Assist with set up and coordination of referral mechanisms for 
maximum IHP awards or unmet needs. D-3   

39. Set up and maintain VAL records and files in accordance with 
Federal law. D-3   

40. Assist in coordinating with and providing information regarding 
voluntary agency activities to relevant JFO partners. D-3   

• Mitigation 
• External Affairs 

   

41. Provide assistance to internal partners regarding information 
sharing procedures. D-3   

42. Provide input for Situation Report to ensure inclusion of voluntary 
agency information in required reports. D-3   
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Behavior/Activity: Establish and maintain strategic partnerships 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Establish interaction with State voluntary agency liaison and assist 
with coordination of activities, to assure consistent efforts are 
maintained across all phases of disaster planning. 

D-3 
  

44. Attend and support organization of meetings with voluntary, faith-
based, and community organizations outside the JFO. D-3   

45. Assist the information and referral agencies in identifying disaster 
resources, communicating their service and integrating with 
recovery partners. 

D-3 
  

• Coordinated Assistance Network 
• United Way 
• 2-1-1 
• Alliance of Information and Referral Services 

   

46. Assist the State voluntary agency liaison with issues of 
spontaneous and unaffiliated volunteers. D-3   

47. Assist the State donations coordinator with issues of managing 
cash and product donations. D-3   

48. Assist with maintaining communication with state Voluntary 
Organizations Active in Disaster (VOAD) and the National 
Voluntary Organizations Active in Disaster. 

D-3 
  

49. Ensure that VAL Specialists are appropriately guiding partners in 
the Routine use and written consent processes. D-3   

50. Maintain communication with the State and DHS Office for Faith-
based and Community Initiatives. D-3   

51. Collaborate with critical partners internal and external to the JFO. D-3   

• ESF partners 
• Other Federal Agencies 
• State and local agencies 

   

52. Participate in the State-led Housing Task Force. D-3   

53. Support FEMA led initiatives. D-3   

• Citizen Corps 
• Disaster Case Management 
• Mitigation 
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Behavior/Activity: Demonstrate ability to utilize NEMIS 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Demonstrate the ability to thoroughly review cases in NEMIS and 
identify issues that need to be addressed. D-3   

55. Verify applicant information in NEMIS by reviewing all tabs and 
events log for cases. D-3   

56. Speak directly with applicants and/or appropriately authorized 
third parties to discuss case status, confirm understanding of the 
assistance process. 

D-3 
  

57. Record contacts/comments in NEMIS ensuring entries are concise, 
complete, and accurate. D-3   

58. Accurately complete duplication of benefits review and 
communicate findings to partners when permitted. D-3   

    

Behavior/Activity: Perform VAL specific operational activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

59. Identify the need for and the resources available to perform 
emergency debris, muck-out, and gutting operations. D-3   

60. Identify additional helping resources to close the gap such as 
additional voluntary and faith based partners and/or AmeriCorps 
Mission Assignments. 

D-3 
  

61. Identify and communicate the existence of ad hoc volunteer, cash 
and product donations activities to support State priorities. D-3   

62. Facilitate collaboration among voluntary agencies as needed to 
address issues solvable through coordination. D-3   
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Behavior/Activity: Serve as the primary consultant for the establishment of long-term individual recovery 
efforts 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Identify partner priorities for the development of a long-term 
recovery process to address unmet needs. D-3   

64. Conduct LTRC development meetings. D-3   

• Emergency manager 
• Partner agencies 
• Initial county-level meeting 
• Continuing meetings 

   

65. Identify additional voluntary, faith-based, and community service 
providers to participate with long-term recovery as either members 
of the committee or as resources to the committee. 

D-3 
  

66. Host multi-county or state-wide collaborative calls to address 
geographic coordination issues. D-3   

67. Provide technical expertise and promote best practices regarding 
the establishment of committees, the management of the case 
system, and resource acquisition strategies. 

D-3 
  

68. Inform LTRG-stakeholders of the Privacy Act requirements and 
how to obtain both routine use and written consent guidance. D-3   

69. Provide opportunities for Other Federal Agency partners to share 
information with long-term recovery members. D-3   

• SBA 
• USDA 
• HUD 
• HHS 
• ACF 

   

70. Provide comprehensive support to case supervisors and case 
managers. D-3   
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Behavior/Activity: Provide technical assistance and support to voluntary agencies 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Assist with providing voluntary, faith-based, community 
organizations, and the private sector with information on sequence 
of delivery including FEMA disaster programs and pertinent 
information relevant to the community’s priorities. 

D-3 
  

72. Facilitate referrals and information sharing regarding applicants 
with emergency and/or unmet needs, when necessary. D-3   

73. Assist external partners in obtaining Privacy Act-protected data 
through the Routine Use process. D-3   

74. Provide administrative, logistical, and research support for 
voluntary agency projects. D-3   

    

Behavior/Activity: Seek opportunities for professional development 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Participate in ongoing training and professional development 
opportunities to enhance required skill sets and credentialing 
proficiency. 

D-3 
  

    

Behavior/Activity: Close Voluntary Agency activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Compile Remedial Action Management Plan (RAMP) issues and 
data and forward to the appropriate supervisor. D-3   

77. Assist with providing Regional contact information to and debrief 
with voluntary agency partners as they prepare to continue 
working in the community. 

D-3 
  

78. Assist with completing and packaging of Voluntary Agency Group 
files for transition to the Region in accordance with instructions 
from immediate supervisor. 

D-3 
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Obtain the time of transition from immediate supervisor. I   

80. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

81. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Obtain performance appraisal from supervisor. I   

83. Report to the Training Unit upon completion of training 
assignment. I   

84. Make return travel arrangements. I   

85. Prepare the final travel voucher. I   

86. Return accountable property to the Accountable Property Office 
(APO). I   

87. Submit final timesheet, appraisal form, and travel voucher. I   

88. Check out with the Automated Deployment Database (ADD). I   

89. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

VAL Specialist (VASP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

VAL Specialist (VASP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

VAL Specialist (VASP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

VAL Task Force Leader (VATL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Homeland Security Information Network (HSIN) 
• Appropriate Forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    
Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 

supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 
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27. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any necessary organizational adjustments. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

31. Generate appropriate Mission Assignment(s). D-3   

32. Arrange for Invitational Travel for needed voluntary organization 
SMEs. D-3   

• CWS trainers 
• UMCOR 

   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

34. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

35. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 
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36. Share current information with co-workers and immediate 
supervisor. D-3   

37. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Attend scheduled briefings as required. D-3   

39. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

40. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

41. Brief immediate supervisor on results of debriefings. D-3   

42. Report problems and issues to immediate supervisor and provide 
recommended solutions. D-3   

43. Coordinate staff participation in conference calls. D-3   

44. Review, analyze, and interpret regulations, policies, and 
procedures pertaining to voluntary agency and government disaster 
assistance programs. 

D-3 
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45. Prioritize VAL information collection requirements. D-3   

46. Identify State and local Emergency Operations Plan priorities. D-3   

47. Ensure external partner capabilities are disseminated to specialists. D-3   

48. Ensure specialists use computer-based systems to effectively 
manage information. D-3   

• Homeland Security Information Network (HSIN) 
• NEMIS 
• WEBI/Infoview 
• FIDA custom reports requests 

   

49. Ensure that staff understands regulations, policies, procedures, and 
other documents pertaining to voluntary agency and government 
disaster assistance programs. 

D-3 
  

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

51. Hold personnel accountable for the execution of assigned tasks. D-3   

52. Delegate specific authority based on the assigned tasks to assigned 
Specialists. D-3   

53. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

54. Request additional resources or release surplus resources. D-3   

55. Address logistical problems that subordinates report. D-3   

56. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

57. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   
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58. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

59. Keep assigned personnel informed of changes. D-3   

60. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

61. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Ensure that local officials are receiving the necessary information 
and support in accordance with the Stafford Act. D-3   

63. Ensure FEMA is hearing the concerns of local officials. D-3   

64. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-3   

65. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

66. Share critical information, tactics, and contingency plans with 
state, tribal, and local officials. D-3   

67. Take early action to mitigate or resolve coordination issues. D-3   

68. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

69. Foster teamwork and emphasize a unified approach. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

71. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

72. Establish work assignments and set priorities. D-3   

73. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

74. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

75. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

76. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

77. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

78. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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79. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

80. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

81. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

83. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

84. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Coordinate with and provide technical assistance to relevant internal partners 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Monitor other FEMA sections’ reports to identify VAL-relevant 
issues and opportunities. D-3   

86. Attend and contribute to planning and strategy sessions. D-3   

87. Ensure that federal records management practices are followed. D-3   

88. Serve as the primary VAL POC for internal JFO sections (External 
Affairs, Mitigation, Public Assistance, etc.). D-3   

89. Consult with immediate supervisor to plan coordination with the 
MC/EA function to ensure close collaboration on relevant 
voluntary organization staffing and service delivery issues. 

D-3 
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Behavior/Activity: Provide technical assistance and support to voluntary agencies 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

90. Ensure that VAL specialists are appropriately guiding partners in 
the Routine Use and Written Consent processes. D-3   

91. Resolve issues and alleviate concerns relative to voluntary 
agencies. D-3   

92. Identify opportunities to support partner projects (i.e. manage 
invitational travel). D-3   

    

Behavior/Activity: Maintain strategic partnerships 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

93. Serve as primary POC to State voluntary agency liaison and State 
donations coordinator. D-3   

94. Serve as the Primary POC for information-sharing matters 
including Written Consent and Routine Use. D-3   

95. Attend and support organization of meetings with voluntary, faith-
based, and community organizations outside the JFO. D-3   

96. Oversee all partner relationship-building activities. D-3   

97. Maintain communication with state Voluntary Organizations 
Active in Disaster (VOAD) and the National Voluntary 
Organizations Active in Disaster (NVOAD). 

D-3 
  

98. Communicate on an ongoing basis with the State and DHS Office 
for Faith-Based and Community Initiatives. D-3   

99. Serve as the primary VAL POC to critical partners external to the 
JFO. D-3   

• ESF partners 
• Other Federal Agencies 
• State and local agencies 

   

100. Participate in the State-led Housing Task Force. D-3   
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101. Support FEMA led initiatives. D-3   

• Citizen Corps 
• Disaster Case Management 
• Mitigation 

   

102. Coordinate external partner access to JFO, DRCs, and alternate 
work locations. D-3   

    

Behavior/Activity: Organize VAL-specific operational activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

103. Prioritize operational activities for VAL and Donations 
management specialists. D-3   

104. Serve as the primary consultant for the establishment of long-term 
individual recovery efforts. D-3   

105. Solve problems through collaboration with voluntary agencies. D-3   

106. Execute and supervise all Mission Assignment responsibilities. D-3   

    

Behavior/Activity: Supervise FEMA processes related to donations and volunteer management 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

107. Ensure specialists understand FEMA role in supporting, not 
leading, the state regarding donations and volunteer management. D-3   

108. Resolve issues and alleviate concerns relevant to donations 
management partners. D-3   

109. Ensure External Affairs is notified of success stories regarding 
donations management. D-3   

110. Coordinate with FEMA and State External Affairs to produce an 
effective public and private-sector messaging strategy. D-3   

111. Ensure that donations management specialists are promoting the 
best practices of donations and volunteer management. D-3   
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

112. Negotiate the time of transition. I   

113. Provide for adequate overlap to ensure efficient transfer of duties. I   

114. Brief replacement on current situation. I   

115. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

116. Ensure that an effective transition of duties is accomplished. I   

117. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

118. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

119. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

120. Produce a comprehensive closeout report of donations 
management activities. D-3   

121. Complete and package Voluntary Agency Group files for transition 
to the Region. D-3   

122. Transition voluntary agency coordination to the Region. D-3   

123. Transition donation management duties to the Region. D-3   

124. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

125. Obtain performance appraisal from supervisor. I   

126. Report to the Training Unit upon completion of training 
assignment. I   

127. Make return travel arrangements. I   

128. Prepare the final travel voucher. I   

129. Return accountable property to the Accountable Property Office 
(APO). I   

130. Submit final timesheet, appraisal form, and travel voucher. I   

131. Check out with the Automated Deployment Database (ADD). I   

132. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

VAL Task Force Leader (VATL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

VAL Task Force Leader (VATL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

VAL Task Force Leader (VATL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Communications Unit Leader (COML) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 
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26. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any organizational adjustments if necessary. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 
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34. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

35. Share current information with co-workers and immediate 
supervisor. D-3   

36. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Attend scheduled briefings as required. D-3   

38. Brief subordinates with relevant information on their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

39. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

40. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

42. Hold personnel accountable for the execution of assigned tasks. D-3   

43. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

44. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

45. Request additional resources or release surplus resources. D-3   

46. Address logistical problems that subordinates report. D-3   

47. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

48. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

49. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

50. Keep assigned personnel informed of changes. D-3   

51. Notify immediate supervisor of unit personnel status changes when 
they occur. D-3   

52. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

54. Explain how the unit’s assignments fit into the context of the 
bigger picture. D-3   

55. Establish work assignments and set priorities. D-3   

56. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

57. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

58. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

59. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

60. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

61. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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62. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

63. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

64. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

66. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

67. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Participate in communications-specific pre-deployment activities 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

68. Participate in Logistics conference call to specify communications 
requirements. D-3   

• Pre-deployment checklist 
• Personnel 
• Hardware 
• Facility location 

   

69. Initiate a Communications Unit conference call to establish 
detailed communication requirements. D-3   

• Mobile Emergency Response Support (MERS) 
• Disaster Response (DR) team 
• Disaster Emergency Communication (DEC) 
• Comptroller 
• Defense Coordinating Element (DCE) 
• Disaster Information Systems Clearinghouse DISC 
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70. Provides technical expertise to section chiefs through the Logistics 
Chief. D-3   

• IT/TELECOM needs 
• Personnel needs 
• Type of services 
• Types of equipment 

   

71. Manage the internal communications entities. D-3   

• MERS 
• DR team 

   

72. Provide internal communications support to field operations. D-3   

• Advance party teams 
• Incident Management Assistance Team (IMAT) 
• Interim Operating Facility (IOF) 
• Disaster Recovery Center (DRC) 
• Mobile Disaster Recovery Center (MDRC) 

   

    

Behavior/Activity: Participate in facility search with Logistics 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Approve communications facility requirements to support 
operational needs. D-3   

74. Approve the location of an extended demarcation point (DMARC), 
if applicable. D-3   

75. Provide for interim communications, if required. D-3   

• MERS 
• Cell on light towers (COLTS) 
• Cell on wheels (COWS) 
• Very small aperture terminal (VSAT) on-call 
• MDRC 
• Mobile microwave 
• Radio frequency (RF) 
• Government Emergency Telecommunications Service (GETS) 
• Wireless Priority Service (WPS) 
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Behavior/Activity: Order initial communications equipment 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Submit appropriate requests for initial communications services 
and equipment requirements. D-3   

• Network Inventory and Optimization Solutions (NIOS) 
• Requisition for Supplies, Equipment, Services, Personnel and/or Teams 

(FEMA Form 143-0-1) 
• Credit card holder 
• Contracting Officer’s Technical Representative (COTR) 

   

    

Behavior/Activity: Review and approve communications infrastructure design plan 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

77. Review the communications infrastructure design plan. D-3   

78. Approve the communications infrastructure design plan. D-3   

    

Behavior/Activity: Direct the implementation of the communications infrastructure design plan 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Oversee the implementation of the communications infrastructure 
design plan. D-3   

80. Direct other support entities on build-out of the communications 
infrastructure. D-3   

• MERS 
• DR team 
• Vendors 

   

81. Verify full functionality of the communications infrastructure. D-3   

• Voice 
• Data 
• Equipment 
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Behavior/Activity: Provide internal communications to FEMA and interagency customers 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Assure completion of ICS forms. D-3   

• Incident Radio Communications Plan (ICS 205) 
• Communications List (ICS 205A) 

   

83. Ensure that the Help Desk is operational. D-3   

• Staffing 
• Enterprise Service Desk (ESD) coordination 

   

84. Provide input to the Incident Action Plan (IAP). D-3   

85. Attend operational tactical meetings. D-3   

• Interference issues 
• Tactical communications 
• Requirements 

   

86. Prepare a communications briefing for operational meetings. D-3   

• Charts 
• Graphs 
• Supporting documents 
• Statistics 
• Situational updates 
• Cybersecurity alerts 

   

87. Attend Logistics Section Chief meetings. D-3   

88. Conduct Communications Unit staff meetings. D-3   

• Briefings 
• Special requirements 
• Network integrity 
• Issues 
• Training needs 
• Personnel issues 
• Task books 
• Work schedules 
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Behavior/Activity: Demonstrate a working knowledge of IT and TELECOM technologies, policies, processes, 
and procedures 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Complete two-day rotations of hands-on experience during the first 
one-to-two weeks of an operation through job shadowing in each 
of those functional areas where you are not qualified—to have a 
detailed awareness and working knowledge of the 
Communications Unit. 

D-3 

  

• TELECOM Manager (telephony operations, vendor dependencies, and 
time constraints) 

• IT Network Manager (hardware and software installation and 
maintenance) 

• IT Customer Service Manager (IT requisitions) 
• IT Help Desk Specialist (all facets of user account administration, 

tiered support, timeline, and coordination interdependencies) 

   

    

Behavior/Activity: Oversee communications customer service to FEMA and interagency end-users 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

90. Mitigate escalated requests for communications assistance. D-3   

• Help Desk 
• Verbal 
• Command Staff 
• Section Chiefs 

   

    

Behavior/Activity: Direct Communications Unit transition services as instructed 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Authorize the release of support entities involved in the build-out. D-3   

• MERS 
• DR team 
• Vendors 
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92. Collaborate with the section chiefs for communications site 
transitions. D-3   

• DRC manager 
• Regional IT branch chief 
• Logistics Section Chief 
• Individual Assistance (IA) branch chief 
• Public Assistance (PA) branch chief 

   

93. Oversee the recovery of communications equipment—both 
FEMA’s and leased—from the sites. D-3   

• Services disconnects 
• Vendors hardware 

   

94. Provide out-briefing for transition activities. D-3   

• Communications documentation 
• Orientation of Communications Unit operations 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

95. Negotiate the time of transition. I   

96. Provide for adequate overlap to ensure efficient transfer of duties. I   

97. Brief replacement on current situation. I   

98. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

99. Ensure that an effective transition of duties is accomplished. I   

100. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

101. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

102. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

103. Submit items for the Correction Actions Management Program 
(CAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

104. Obtain performance appraisal from supervisor. I   

105. Report to the Training Unit upon completion of training 
assignment. I   

106. Make return travel arrangements. I   

107. Prepare the final travel voucher. I   

108. Return accountable property to the Accountable Property Office 
(APO). I   

109. Submit final timesheet, appraisal form, and travel voucher. I   

110. Check out with the Automated Deployment Database (ADD). I   

111. Check out with the IT Service Manager in the Communications 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Communications Unit Leader (COML) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Communications Unit Leader (COML) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Communications Unit Leader (COML) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

IT Help Desk Specialist (HELP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    
Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 

your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Incident facilities, types, and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    
Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   
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23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Establish the Information Technology (IT) Help Desk 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Coordinate with the Enterprise Service Desk (ESD) for creation of 
REMEDY group(s) with submission of support staff names. D-3   

28. Assist with the publication of a Help Desk phone number. E   

29. Populate active directory email distribution list. D-3   

• All-hands 
• Joint Field Office (JFO) groups 
• Senior staff 

   

30. Assist with the coordination of the internal shared resource portal. D-3   

• Microsoft SharePoint 
• Common folder 
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31. Prepare required templates for IT documentation. I   

• Check-in forms 
• Network access forms 
• Virtual private network (VPN)/iPASS request forms 
• BlackBerry user agreements 

   

32. Coordinate with human resources (HR) to obtain the list of 
incoming personnel. I   

• Automated Deployment Database (ADD)    

33. Verify customer account status. I   

• iPass Mobile Office service 
• Virtual private network (VPN) 
• BlackBerry server group 
• Exchange mailbox 
• Password status 

   

34. Set up systems administration tools that are pertinent to user access 
control. D-3   

• Joint Field Office (JFO) tools 
• Active directory users and computers’ Microsoft Management Code 

(MMC) snap-in 

   

    

Behavior/Activity: Assist with the completion of ICS forms 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Assist immediate supervisor with the completion of ICS forms. D-3   

• Assignment List (ICS 204) 
• Incident Radio Communications Plan (ICS 205) 
• Communications List (ICS 205A) 
• Activity Log (ICS 214) 
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Behavior/Activity: Provide IT/TELECOM customer service to FEMA or interagency end-users at the Tier 1 
support level 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Submit technician names to the ESD. D-3   

37. Update active directory email distribution list. D-3   

• All-hands 
• JFO groups 
• Senior staff 

   

38. Maintain the shared resource portal. D-3   

• Microsoft SharePoint 
• Common folder 
• User permissions 

   

39. Maintain and secure processed customer forms. I   

• Network access forms 
• VPN/iPass request forms 
• Blackberry user agreements 

   

40. Coordinate with Human Resources to obtain the current list of 
deployed personnel. I   

• Automated Deployment Database (ADD)    

41. Update systems administration tools that are pertinent to user 
access control. D-3   

• JFO tools 
• Active directory users and computers’ Microsoft Management Console 

(MMC) snap-in 

   

  



21 November 2011, Revised IT HELP DESK SPECIALIST (HELP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 11 

Behavior/Activity: Process requests for IT/TELECOM support using REMEDY 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Receive requests for IT/TELECOM assistance. D-3   

43. Initiate REMEDY requests. D-3   

44. Troubleshoot Tier 1 IT/TELECOM issues. D-3   

45. Prioritize requests based on operational need. D-3   

• Field staff deployments 
• Senior management 
• Command staff 

   

46. Route or escalate ticket to proper tier for analysis and resolution. D-3   

• IT or TELECOM Specialists 
• Communications Unit Leader 
• IT Network Manager 
• Customer Service Manager 
• TELECOM Manager 

   

47. Assist with verifying the completion of requests. D-3   

• Run report of tickets    

    
Behavior/Activity: Conduct IT/TELECOM transition services as directed 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Assist immediate supervisor with the recovery of IT/TELECOM 
equipment—both FEMA’s and leased—from the sites. D-3   

• Hardware 
• Software 
• Services disconnects 
• Vendors coordination 

   

49. Provide out-briefing for Help Desk transition activities. D-3   

• Service documentation 
• Orientation of operations 

   

  



IT HELP DESK SPECIALIST (HELP) 21 November 2011, Revised 

12 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Obtain the time of transition from immediate supervisor. I   

51. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

52. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Obtain performance appraisal from supervisor. I   

54. Report to the Training Unit upon completion of training 
assignment. I   

55. Make return travel arrangements. I   

56. Prepare the final travel voucher. I   

57. Return accountable property to the Accountable Property Office 
(APO). I   

58. Submit final timesheet, appraisal form, and travel voucher. I   

59. Check out with the Automated Deployment Database (ADD). I   

60. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 

  



IT HELP DESK SPECIALIST (HELP) 21 November 2011, Revised 

14 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Evaluation Record 

 
TRAINEE NAME 

IT Help Desk Specialist (HELP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

IT Help Desk Specialist (HELP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

IT Help Desk Specialist (HELP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

IT Customer Service Manager (ITSM) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 
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26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any organizational adjustments if necessary. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   
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35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   

  



21 November 2011, Revised IT CUSTOMER SERVICE MANAGER (ITSM) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 11 

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Put each subordinate’s assignments in the context of the bigger 
picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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61. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

 

Behavior/Activity: Participate in communications-specific pre-deployment activities 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Participate in Logistics conference call to specify communications 
requirements. D-3   

• Pre-deployment checklist 
• Personnel 
• Hardware 
• Facility location 

   

68. Initiate a Communications Unit conference call to establish 
detailed communication requirements. D-3   

• Mobile Emergency Response Support (MERS) 
• Disaster Response (DR) team 
• Disaster Emergency Communication (DEC) 
• Comptroller 
• Defense Coordinating Element (DCE) 
• Disaster Information Systems Clearinghouse (DISC) 
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69. Provides technical expertise to section chiefs through the Logistics 
        Chief. 

D-3   

• IT/TELECOM needs 
• Personnel needs 
• Type of services 
• Types of equipment 

   

70. Manage the internal communications entities. D-3   

• MERS 
• DR team 

   

71. Provide internal communications support to field operations. D-3   

• Advance party teams 
• Incident Management Assistance Team (IMAT) 
• Interim Operating Facility (IOF) 
• Disaster Recovery Center (DRC) 
• Mobile Disaster Recovery Center (MDRC) 

   

 

Behavior/Activity: Order initial communications equipment 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Submit appropriate requests for initial communications services 
and equipment requirements. D-3   

• Network Inventory and Optimization Solutions (NIOS) 
• Requisition for Supplies, Equipment, Services, Personnel and/or Teams 

(FEMA Form 143-0-1) 
• Credit card holder 
• Contracting Officer’s Technical Representative (COTR) 

   

  



IT CUSTOMER SERVICE MANAGER (ITSM) 21 November 2011, Revised 

14 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

 

Behavior/Activity: Supervise the establishment of the Information Technology (IT) Help Desk 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Collaborate with the Enterprise Service Desk (ESD) on REMEDY 
issues. D-3   

74. Publish Help Desk phone number. D-3   

• Communications List (ICS 205A) 
• Post signs 
• Email distribution 

   

75. Verify active directory email distribution list. D-3   

• All-hands 
• Joint Field Office (JFO) groups 
• Senior staff 

   

76. Coordinate the internal shared resource portal. D-3   

• Microsoft SharePoint 
• Common folder 

   

77. Monitor the preparation of required templates for IT 
documentation. D-3   

• Check-in forms 
• Network access forms 
• Virtual private network(VPN)/iPass request forms 
• BlackBerry user agreements 

   

78. Validate the list of incoming personnel from HR. D-3   

• Automated Deployment Database (ADD) deployment report    

79. Oversee the verification of customer account status. D-3   

• iPass 
• VPN 
• Exchange mailbox 
• Password status 
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80. Direct the set-up of systems administration tools that are pertinent 
to user access control. D-3   

• JFO tools 
• Active directory users and computers’ Microsoft Management Code 

(MMC) snap-in 

   

    

Behavior/Activity: Provide guidance for completing ICS forms 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Participate in the completion of ICS forms. D-3   

• Assignment List (ICS 204) 
• Incident Radio Communications Plan (ICS 205) 
• ICS 205A 
• Activity Log (ICS 214) 

   

 

Behavior/Activity: Provide IT/TELECOM customer service to FEMA or interagency end-users at all of the 
tiered support levels 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Verify the submission of technician names to the Enterprise 
Service Desk (ESD). D-3   

83. Verify the updates to the active directory email distribution list. D-3   

• All-hands 
• JFO groups 
• Senior staff 

   

84. Maintain the shared resource portal. D-3   

• Microsoft SharePoint 
• Common folder 
• User permissions 
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85. Maintain and secure processed customer forms. D-3   

• Network access forms 
• VPN/iPass request forms 
• BlackBerry user agreements 

   

86. Coordinate with HR to obtain current list of deployed personnel. D-3   

• ADD    

87. Validate that systems administration tool updates pertinent to user 
access control are accomplished. D-3   

• JFO tools 
• Active directory users and computers’ MMC snap-in 

   

    

Behavior/Activity: Review requests for IT/TELECOM support using REMEDY 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Receive REMEDY requests for IT/TELECOM assistance. D-3   

89. Mitigate escalated requests for IT/TELECOM assistance. D-3   

90. Troubleshoot tiered IT/TELECOM issues. D-3   

91. Oversee prioritization of requests based on operational need. D-3   

• Field staff deployments 
• Senior management 
• Command staff 

   

92. Verify the routing or escalation of tickets to the proper tier for 
analysis and resolution. D-3   

• IT or TELECOM Specialists 
• Communications Unit Leader 
• IT Network Manager 
• IT Customer Service Manager 
• TELECOM Manager 

   

93. Verify the completion of reports and documentation in REMEDY. D-3   

• Ticket run reports 
• Ticket status (pending/resolved/closed) 
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Behavior/Activity: Manage IT/TELECOM transition services as directed 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Coordinate with the IT Network and TELECOM Managers on the 
recovery of IT/TELECOM equipment—both FEMA’s and 
leased—from the sites. 

I 
  

• Services disconnects 
• Vendors hardware 

   

95. Provide out-briefing for transition activities. D-3   

• IT/TELECOM service documentation 
• Orientation of IT/TELECOM operations 

   

 
 

   

Behavior/Activity: Perform IT/TELECOM requisitions 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

 
96. Submit Network Inventory and Optimization Solutions (NIOS) 

orders for network and communications equipment. 
I 

  

97. Track pending NIOS requests. I   

98. Submit NIOS orders to the Disaster Information Systems 
Clearinghouse (DISC) for IT/TELECOM equipment. D-3   

99. Prepare required documentation for requisitions. D-3   

• Enterprise Coordination and Approvals Processing System (ECAPS) 
• Requisition for Supplies, Equipment, Services, Personnel and/or Teams 

(FEMA Form 143-0-1) 
• Requisition and Commitment for Services and Supplies (FEMA Form 

40-1) 

   

100. Check the validity of IT/TELECOM requests for compliance with 
FEMA enterprise architecture standards. D-3   

• Hardware 
• Software 

   

101. Process requests for non-standard software for submission to the 
IT advocate. D-3   

• Commercial Off-the-Shelf (COTS) 
• Department of Homeland Security Technical Reference Model (DHS-

TRM) target permitted standards 
• FEMA-preferred products and specifications 
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102. Demonstrate basic knowledge of Telecommunication Service 
Priority (TSP) circuits. D-3   

• Voice 
• Data 
• Time constraints 

   

103. Demonstrate knowledge of voice and data circuit types. D-3   

• Frame relay circuit 
• Primary Rate Interface (PRI) circuits 
• Point-to-point 
• DHS OneNet 
• Plain old telephone service (POTS) lines 
• Broadband 

   

104. Demonstrate knowledge of IT and TELECOM equipment. D-3   

• Private branch exchange (PBX) switch 
• Data Service Unit (DSU) 
• Switches 
• Routers 
• Servers 

   

105. Submit non-NIOS IT/TELECOM requests to the Logistics 
ordering unit. D-3   

• ECAPS 
• FEMA Form-143-0-1 
• FEMA Form-40-1 

   

106. Submit documentation of processed NIOS orders to the Logistics 
ordering unit. D-3   

107. Support immediate supervisor with Disaster Emergency 
Communications (DEC) coordination if assistance is needed from 
Emergency Support Function (ESF)-2. 

I 
  

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

108. Negotiate the time of transition. I   

109. Provide for adequate overlap to ensure the efficient transfer of 
duties. I   
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110. Brief replacement on current situation. I   

111. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

112. Ensure that an effective transition of duties is accomplished. I   

113. Notify immediate supervisor when the transition is complete. I   

 

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

114. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

115. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

116. Submit items for the Correction Actions Management Program 
(CAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

117. Obtain performance appraisal from supervisor. I   

118. Report to the Training Unit upon completion of training 
assignment. I   

119. Make return travel arrangements. I   

120. Prepare the final travel voucher. I   

121. Return accountable property to the Accountable Property Office 
(APO). I   

122. Submit final timesheet, appraisal form, and travel voucher. I   

123. Check out with the ADD. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

IT Customer Service Manager (ITSM) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 



21 November 2011, Revised IT CUSTOMER SERVICE MANAGER (ITSM) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 23 

Evaluation Record 

 
TRAINEE NAME 

IT Customer Service Manager (ITSM) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

IT Customer Service Manager (ITSM) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised   

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

IT Network Manager (NEMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    
Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 

supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 
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27. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any organizational adjustments if necessary. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   
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35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Put each subordinate’s assignments in the context of the bigger 
picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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61. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

 
 

Behavior/Activity: Participate in communications-specific pre-deployment activities 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Participate in Logistics conference call to specify communications 
requirements. D-3   

• Pre-deployment checklist 
• Personnel 
• Hardware 
• Facility location 

   

68. Initiate a Communications Unit conference call to establish 
detailed communication requirements. D-3   

• Mobile Emergency Response Support (MERS) 
• Disaster Response (DR) team 
• Disaster Emergency Communication (DEC) 
• Comptroller 
• Defense Coordinating Element (DCE) 
• Disaster Information Systems Clearinghouse (DISC) 
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69. Provides technical expertise to section chiefs through the Logistics 
Chief. D-3   

• IT/TELECOM needs 
• Personnel needs 
• Type of services 
• Types of equipment 

   

70. Manage the internal communications entities. D-3   

• MERS 
• DR team 

   

71. Provide internal communications support to field operations. D-3   

• Advance party teams 
• Incident Management Assistance Team (IMAT) 
• Interim Operating Facility (IOF) 
• Disaster Recovery Center (DRC) 
• Mobile Disaster Recovery Center (MDRC) 

   

 

Behavior/Activity: Assist and provide recommendations for facility selections based on staffing requirements 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Identify demarcation point (DMARC) locations. I   

• Accessibility 
• Network capacity 
• Existing plain old telephone service (POTS) number 
• Existing circuit identification (ID) number 
• Facility address 
• Proximity to central office 

   

73. Request communication checks with FEMA vendors. I   

74. Verify cellular voice and data service capability. I   

• Coverage maps 
• Vendor 
• Facility leasing agent 

   

75. Validate existing TELECOM infrastructure capability. I   

• Electrical 
• Wiring 
• Design interference 
• Electromagnetic interference 
• Heating, ventilation, and air conditioning (HVAC) 
• Physical security of information technology (IT) aspects 
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Behavior/Activity: Coordinate with the TELECOM (Telecommunications) Manager (TEMG), with input 
from other support groups, to create the design plan for the immediate supervisor’s 
review—based on staffing requirements 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Coordinate infrastructure design efforts. E   

• Disaster Response (DR) 
• Mobile Emergency Response Support (MERS) 
• Interagency 
• Public industry 
• Private industry 

   

77. Identify and mitigate potential design issues. E   

• Duplication of efforts 
• Wiring 
• Power 
• HVAC 
• In-building coverage 
• Facility structural issues 

   

78. Coordinate with IT Customer Service Manager on procurement of 
TELECOM assets. I   

• Hardware 
• Software 
• Services 
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Behavior/Activity: Implement initial site set-up per immediate supervisor based on design plan 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Coordinate with the immediate supervisor on the layout of the 
floor plan. I   

• Network equipment (printers, scanners, plotters, video teleconference 
[VTC], etc.) 

• Server room 
• Telephone switch 
• Access points 
• Network switches 
• Ventilation 
• Wiring standards for FEMA local area network/wide area network 

(LAN/WAN) connections 

   

80. Conduct the server pre-installation activities. D-3   

• Rights 
• Dynamic Host Configuration Protocol (DHCP) 
• Internet protocol (IP) ranges 

   

81. Install the server kit. D-3   

• Backup power supply 
• File shares 
• Print queues 
• Domain local groups 
• Local administration accounts 

   

82. Install and configure audiovisual (AV) equipment. I   

• Cable television (CATV) 
• VTC 
• Media monitoring 

   

83 Establish server back-up routine. D-3   

• Storage devices 
• Frequency 
• Off-site storage 

   

84. Validate the Active Directory (AD) Organizational Unit (OU). D-3   

• Groups 
• Servers 
• Workstations 
• Users 
• Printers 
• Administrative workstations 
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85. Manage the installation of the network infrastructure. I   

• Router 
• Switch 

   

86. Coordinate with TELECOM vendors for voice and data service 
delivery. I   

• Voice PRI (Primary Rate Interface) 
• Data T1/T3 
• Microwave 
• Broadband 
• CATV 

   

87. Install and support Geospatial Information Systems (GIS). D-3   

• GIS server 
• Workstations 
• Printer/plotter 
• GIS LAN 

   

88. Determine operational requirements for the workstation 
configuration. I   

89. Direct the installation and configuration of IP devices. I   

90. Assist in the coordination of network connectivity for external 
facilities. I   

    

Behavior/Activity: Supervise the delivery of IT customer service to FEMA or interagency end-users per 
standard operating procedures (SOPs) 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Supervise initial setup and configuration of customer hardware. I   

92. Supervise initial installation and configuration of agency-approved 
software. I   

93. Analyze and investigate assigned Help Desk tickets. D-3   

• Log-on 
• Outlook configuration 
• Customer profile 
• Personal storage table (PST) files 
• Personal folders 
• Domain group membership 

   

94. Supervise the resolution of Help Desk requests. D-3   
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95. Coordinate with the IT Customer Service Manager on resolving 
unresolved Help Desk tickets. D-3   

96. Assist with the escalation of unresolved Help Desk tickets. D-3   

• Communications Unit Leader (COML) 
• Network Operations Center (NOC) 
• Regional Help Desk 

   

    

Behavior/Activity: Maintain network connectivity and server operation 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

97. Provide end-user support. I   

• Hardware 
• Software 

   

98. Provide for the delivery of network services. I   

• ALTIRIS 
• Licensing 
• Configuration management 
• File sharing 
• Service level agreements 

   

99. Facilitate data management integrity. D-3   

• Server partitions 
• Space allocation 

   

100. Comply with network security standards and requirements. I   

• Network security incidents 
• Physical security incidents 
• Internal and external threats and vulnerabilities 

   

101. Perform and verify daily backup functions and backup library. D-3   

102. Maintain environmental controls for network reliability. D-3   

• Heating, ventilation, and air conditioning (HVAC) 
• Humidity 

   

103. Monitor server performance. D-3   

• Bottlenecks 
• Metrics 
• Event security logs 
• Central processing unit (CPU) utilization 
• Automated monitoring tools 
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104. Develop and update IT-specific documents. D-3   

• Network diagram 
• IP-addressing scheme 
• Server run book 

   

105. Configure system administration components per operational 
requirements. D-3   

• Joint Field Office (JFO) tools 
• Log-in scripts 
• Administration tools 
• Active directory users and computers’ Microsoft Management Console 

(MMC) snap-in 
• Systems Management Server (SMS) MMC snap-in 

   

    

Behavior/Activity: Manage IT transition services as directed 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

106. Confirm the recovery of IT equipment—both FEMA’s and 
leased—from the sites. I   

• Hardware 
• Software 
• Vendors coordination 

   

107. Provide out-briefing for transition activities. I   

• IT service documentation 
• Orientation of IT infrastructure 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

108. Negotiate the time of transition. I   

109. Provide for adequate overlap to ensure efficient transfer of duties. I   

110. Brief replacement on current situation. I   
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111. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

112. Ensure that an effective transition of duties is accomplished. I   

113. Notify immediate supervisor when the transition is completed. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

114. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

115. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

116. Submit items for the Correction Actions Management Program 
(CAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

117. Obtain performance appraisal from supervisor. I   

118. Report to the Training Unit upon completion of training 
assignment. I   

119. Make return travel arrangements. I   

120. Prepare the final travel voucher. I   

121. Return accountable property to the Accountable Property Office 
(APO). I   

122. Submit final timesheet, appraisal form, and travel voucher. I   

123. Check out with the Automated Deployment Database (ADD). I   

124. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

IT Network Manager (NEMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

IT Network Manager (NEMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

IT Network Manager (NEMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

IT Network Specialist (NESP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 



21 November 2011, Revised IT NETWORK SPECIALIST (NESP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 5 

Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   



IT NETWORK SPECIALIST (NESP) 21 November 2011, Revised 

6 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    
Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 

your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Incident facilities, types, and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    
Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   
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23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   

27. Submit final timesheet, appraisal form, and travel voucher. I   

28. Check out with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Assist in site setup per the immediate supervisor’s instructions 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Work alongside support personnel to achieve unity of effort on 
technical best practices. I   

• Disaster Response (DR) 
• Mobile Emergency Response Support (MERS) Regional Information 

Technology (IT) specialists 
• Incident Management Assistance Team (IMAT) 
• Interagency 
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30. Create cables in accordance with the design plan. I   

• T568 B 
• Crossover cables 
• Institute of Electrical and Electronics Engineers (IEEE) standards 
• Fiber optic cable 

   

31. Test cables in accordance with the design plan. I   

• T568 A/B 
• Crossover cables 
• IEEE standards 
• Fiber optic cable 

   

32. Run cables in accordance with the design plan. I   

• RJ series 
• RG series 
• Biscuit jacks 

   

33. Terminate cables to end-point designation with proper labeling 
according to the design plan. I   

• 110 blocks 
• 66 blocks 
• Network devices (nodes) 
• Patch panel 

   

34. Update workstations based on operational requirements. I   

• Training requirements 
• Exercise requirements 
• Area Field Office (AFO) requirements 
• Joint Field Office (JFO) requirements 
• Disaster Recovery Center (DRC) requirements 
• Interim Operating Facility (IOF) requirements 
• Staging areas’ requirements 
• Environmental requirements 

   

35. Install Internet protocol (IP)-based devices in accordance with the 
design plan and security protocols. I   

• Printers 
• Multifunctional printers/scanners 
• Broadband hardware clients 
• Hardware virtual private network (VPN) clients 

   

36. Configure and label IP-based devices per standard operating 
procedures (SOP). I   

• Naming convention 
• IP assignment 
• Broadband hardware clients 
• Hardware VPN clients 
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37. Document installation and configuration details for future 
reference. I   

• Troubleshooting 
• Future use of same location 
• Transition continuity 
• Expansion 
• Demobilization 

   

38. Establish network connectivity for external facilities. I   

• IOF 
• DRC 
• AFO 
• Staging area 
• Emergency Operation Center (EOC) 

   

    

Behavior/Activity: Provide IT customer service to FEMA or interagency end-users per immediate 
supervisor’s instructions 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Perform initial setup and configuration of customer hardware. I   

• Printer 
• Blackberries 
• Air Cards 
• Iron Key 
• National Emergency Management Information System 

(NEMIS)/Emergency Management Mission Integrated Environment 
(EMMIE) scanner workstations 

   

40. Perform initial installation and configuration of agency-approved 
software. I   

41. Analyze and investigate assigned Help Desk tickets. I   

• Log-on 
• Outlook configuration 
• Customer profile 
• Personal folder storage (PST) files 
• Personal folders 
• Domain group membership 

   

42. Resolve Help Desk requests in ticket tracking system. I   



21 November 2011, Revised IT NETWORK SPECIALIST (NESP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 11 

43. Assist immediate supervisor with the maintenance of audiovisual 
(AV) equipment. I   

• Video teleconference (VTC) communications 
• Cable television (CATV) 

   

    

Behavior/Activity: Conduct IT transition services as directed 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Perform the recovery of IT equipment—both FEMA’s and 
leased—from the sites. I   

• Hardware 
• Software 
• Vendors coordination 

   

45. Provide out-briefing for transition activities. I   

• IT service documentation 
• Orientation of IT infrastructure 

   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Obtain the time of transition from immediate supervisor. I   

47. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

48. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Obtain performance appraisal from supervisor. I   

50. Report to the Training Unit upon completion of training 
assignment. I   

51. Make return travel arrangements. I   

52. Prepare the final travel voucher. I   

53. Return accountable property to the Accountable Property Office 
(APO). I   

54. Submit final timesheet, appraisal form, and travel voucher. I   

55. Check out with the Automated Deployment Database (ADD). I   

56. Check out with the IT Service Manager in the Communication 
Unit. I   

    

Database Design Specialty    

Behavior/Activity: Provide database support to internal customers 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Interact with the customer concerning the implementation of new 
or existing client-server databases. D-3   

• Database requirements identification 
• Number of users 
• Approve security requirements 
• Type of interface 
• Hardware requirements 

   

58. Design client-server database structure based on FEMA standards. D-3   

• Relationship tables 
• Schema 
• Naming standards 
• Migrations 
• Data integrity 
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59. Maintain proper documentation of client-server database 
architecture. D-3   

• User manuals 
• Schematics 
• Scheduled tasks 

   

60. Create client-server database based on FEMA standards. D-3   

• Tables 
• Client-server interface 
• Queries 
• Reports 
• Stored procedures 
• Indexes 

   

61. Maintain the functionality of client-server databases based on 
FEMA standards. D-3   

• Testing 
• Updates 
• Upgrades 
• Archiving 
• Performance 
• Availability 
• Connectivity 
• Logs 

   

62. Perform database backup and recovery based on FEMA standards. D-3   

• Structured Query Language (SQL) Management Studio 
• Security logs 
• Transaction logs 
• Off-site media storage 
• Mirroring 
• Replication 
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

IT Network Specialist (NESP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

IT Network Specialist (NESP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

IT Network Specialist (NESP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

TELECOM Manager (TEMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 



21 November 2011, Revised TELECOM MANAGER (TEMG) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 5 

Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet.  I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   



21 November 2011, Revised TELECOM MANAGER (TEMG) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 7 

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    
Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 
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27. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any organizational adjustments if necessary. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   
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35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Put each subordinate’s assignments in the context of the bigger 
picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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61. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

 

Behavior/Activity: Participate in communications-specific pre-deployment activities 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Participate in Logistics conference call to specify communications 
requirements. D-3   

• Pre-deployment checklist 
• Personnel 
• Hardware 
• Facility location 

   

68. Initiate a Communications Unit conference call to establish 
detailed communication requirements. D-3   

• Mobile Emergency Response Support (MERS) 
• Disaster Response (DR) team 
• Disaster Emergency Communication (DEC) 
• Comptroller 
• Defense Coordinating Element (DCE) 
• Disaster Information Systems Clearinghouse (DISC) 
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69. Provides technical expertise to section chiefs through the Logistics 
Chief. D-3   

• IT/TELECOM needs 
• Personnel needs 
• Type of services 
• Types of equipment 

   

70. Manage the internal communications entities. D-3   

• MERS 
• DR team 

   

71. Provide internal communications support to field operations. D-3   

• Advance party teams 
• Incident Management Assistance Team (IMAT) 
• Interim Operating Facility (IOF) 
• Disaster Recovery Center (DRC) 
• Mobile Disaster Recovery Center (MDRC) 

   

 

Behavior/Activity: Assist and provide recommendations for facility selections based on staffing requirements 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Identify demarcation point (DMARC) locations. I   

• Accessibility 
• Network capacity 
• Existing plain old telephone service (POTS) number 
• Existing circuit identification (ID) number 
• Facility address 
• Proximity to central office 

   

73. Request communication checks with FEMA vendors. I   

74. Verify cellular voice and data service capability. I   
• Coverage maps 
• Vendor 
• Facility leasing agent 

   

75. Validate existing TELECOM (telecommunications) infrastructure 
capability. I   

• Electrical 
• Wiring 
• Design interference 
• Electromagnetic interference 
• Heating, ventilating, and air conditioning (HVAC) 
• Physical security of telecom aspects 
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76. Assess relevant TELECOM requirements for design plan. D-3   

• Line cards 
• Phones 
• Phone headsets 
• In-building wireless coverage 

   

77. Provide input of radio frequency allocations for the 
communications plan. I   

• Incident Radio Communications Plan (ICS 205) 
• Communications List (ICS 205A) 
• Radio frequency conflicts 

   

    

Behavior/Activity: Coordinate with the NEMG, with input from other support groups, to create the design 
plan for the immediate supervisor’s review—based on staffing requirements 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

78. Coordinate telecommunications design efforts. I   

• Disaster Response (DR) 
• Mobile Emergency Response Support (MERS) 
• Interagency 
• Public industry 
• Private industry 
• Spectrum frequency manager 

   

79. Identify and mitigate potential design issues. I   

• Duplication of efforts 
• Wiring 
• Power 
• HVAC 
• In-building coverage 
• Facility structural issues 

   

80. Coordinate with the IT Customer Service Manager on procuring 
telecommunications assets. I   

• Hardware 
• Software 
• Services 

   

81. Recommend relevant TELECOM requirements for the design plan. D-3   

• Line cards 
• Phones 
• Phone headsets 
• In-building wireless coverage 
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Behavior/Activity: Implement initial site set-up per immediate supervisor, based on the design plan 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Coordinate with immediate supervisor on the layout of the floor 
plan. I   

• Telephone switch 
• Access points 
• Network switches 
• Ventilation 
• Wiring standards for FEMA local area network (LAN)/wide area 

network (WAN) connections 

   

83. Conduct telephone switch pre-installation activities. D-3   

• Switch mounting 
• Power/backup power 
• DMARC extension 
• Block installation 
• Port assignments 
• Circuit ID 
• Proximity of network equipment 

   

84. Oversee installation and testing of telephony cable infrastructure. I   

• 110 blocks 
• 66 blocks 
• Patch panels 
• T568 A/B 
• Crossover cables 
• Institute of Electrical and Electronics Engineers (IEEE) standards 
• Silver Satin telephone cable 
• Fiber optic cable 
• RJ series 
• RG series 
• Biscuit jacks 
• Network devices (nodes) 
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85. Perform and direct cable terminations to end point designation 
with proper labeling accordance with the design plan. I   

• 110 blocks 
• 66 blocks 
• Network devices (nodes) 
• Patch panels 
• Biscuit jacks 

   

86. Supervise the installation of telephony devices in accordance with 
the design plan and security protocols. I   

• Voice-Over Internet Protocol (VOIP) 
• Integrated Services Digital Network (ISDN) 
• Conference phones 
• Analog and digital desk sets 
• Soft phones 
• Wireless phones 
• Modem 
• Fax machines 
• Antennas 

   

87. Supervise the configuration and labeling of telephony devices per 
standard operating procedures (SOPs). D-3   

• Internet protocol (IP) assignments 
• Phone number assignments 
• Circuit numbers 
• Direct inward dialing (DID) 
• POTS 
• Port assignments 

   

88. Ensure the accuracy and completion of documentation for the 
configuration of telephony devices and infrastructure throughout 
the operation. 

D-3 
  

• Programmed private branch exchange (PBX) features 
• Troubleshooting 
• Future use of same location 
• Transition continuity 
• Expansion 
• Demobilization 

   

89. Coordinate the telecommunications connectivity for external 
facilities. D-3   

• Interim Operating Facility (IOF) 
• Disaster Recovery Center (DRC) 
• Area Field Office (AFO) 
• Staging area 
• Emergency Operation Center (EOC) 
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90. Ensure the functionality of the battery bank for portable handheld 
devices. I   

• Land mobile radio (LMR) 
• SpectraLink 
• Wireless headsets 
• Two-way radios 

   

    

Behavior/Activity: Supervise telecommunications customer service to FEMA or interagency end-users 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Manage initial set-up and configuration of customer hardware. D-3   

• Fax machines 
• Cell phones 
• Analog and digital phones 
• Answering machines 
• Conference phones 
• Video teleconference (VTC) communications 

   

92. Analyze and investigate assigned Help Desk tickets. D-3   

• Dial tone 
• Dropped calls 
• Call features 
• Cell phone password reset 
• Cell phone voice mail password 
• Creation of voice mail boxes 
• Answering machine set-up 
• Moves, adds, and changes to telephones 

   

93. Resolve Help Desk requests in ticket tracking system. D-3   

94. Sustain audiovisual (AV) equipment. D-3   

• Cable television (CATV) 
• VTC 

   

95. Oversee the monitoring of alarms and alerts for telephone 
switches. D-3   

96. Oversee the assignment of DID and non-DID phone numbers. D-3   

• Wired 
• Wireless 
• Help Desk console 
• Switchboard 
• Fax 
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97. Manage the dissemination of instructional information for 
telephony devices. D-3   

• Handouts 
• Manuals 
• Hands-on instruction 

   

98. Coordinate troubleshooting and maintenance with the Network 
Operations Center (NOC). D-3   

• System outages 
• System-wide modifications 

   

 

Behavior/Activity: Manage telecommunications transition services as directed 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

99. Direct the recovery of telecommunications equipment—both 
FEMA’s and leased—from the sites. D-3   

• Hardware 
• Services disconnects 
• Vendors coordination 

   

100. Provide out-briefing for transition activities. D-3   

• Telecommunications service documentation 
• Orientation of telecommunications infrastructure 

   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

101. Negotiate the time of transition. I   

102. Provide for adequate overlap to ensure the efficient transfer of 
duties. I   

103. Brief replacement on current situation. I   

104. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 
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105. Ensure that an effective transition of duties is accomplished. I   

106. Notify immediate supervisor when the transition is complete. I   

 

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

107. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

108. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

109. Submit items for the Correction Actions Management Program 
(CAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

110. Obtain performance appraisal from supervisor. I   

111. Report to the Training Unit upon completion of training 
assignment. I   

112. Make return travel arrangements. I   

113. Prepare the final travel voucher. I   

114. Return accountable property to the Accountable Property Office 
(APO). I   

115. Submit final timesheet, appraisal form, and travel voucher. I   

116. Check out with the Automated Deployment Database (ADD). I   

117. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

TELECOM Manager (TEMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

TELECOM Manager (TEMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

TELECOM Manager (TEMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

TELECOM Specialist (TESP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    
Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 

your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Incident facilities, types, and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    
Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   
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23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Assist in site setup per instructions from immediate supervisor 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Work alongside support personnel to achieve unity of effort on 
technical best practices. I   

• Disaster Response (DR) 
• Mobile Emergency Response Support (MERS) 
• Regional IT specialists 
• Incident Management Assistance Team (IMAT) 
• Interagency 

   

28. Create cables in accordance with the design plan. E   

• T568 A/B 
• Crossover cables 
• Institute of Electrical and Electronics Engineers (IEEE) standards 
• Silver Satin telephone cable 
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29. Test cables in accordance with the design plan. E   

• T568 A/B 
• Crossover cables 
• IEEE standards 
• Fiber optic cable 

   

30. Run cables in accordance with the design plan. E   

• RJ series 
• RG series 
• Biscuit jacks 

   

31. Terminate cables to end-point designation with proper labeling 
according to the design plan. E   

• 110 blocks 
• 66 blocks 
• Network devices (nodes) 
• Patch panels 
• Biscuit jacks 

   

32. Install telephony devices in accordance with the design plan and 
security protocols. I   

• Voice-Over Internet Protocol (VOIP) 
• Integrated Services Digital Network (ISDN) 
• Conference phones 
• Analog and digital desk sets 
• Soft phones 
• Wireless phones 
• Modem 
• Fax machines 
• Antennas 

   

33. Configure and label telephony devices per standard operating 
procedures (SOP). I   

• Internet protocol (IP) assignments 
• Phone number assignments 
• Circuit numbers 
• Direct inward dialing (DID) 
• Plain old telephone service (POTS) 
• Port assignments 

   

34. Document the configuration of telephony devices for future 
reference. D-3   

• Programmed private branch exchange (PBX) features 
• Troubleshooting 
• Future use of same location 
• Transition continuity 
• Expansion 
• Demobilization 
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35. Establish telecommunications connectivity for external facilities. I   

• Interim Operating Facility (IOF) 
• Disaster Recovery Center (DRC) 
• Area Field Office (AFO) 
• Staging area 
• Emergency Operation Center (EOC) 

   

36. Establish battery bank for portable handheld devices. E   

• Land mobile radio (LMR) 
• SpectraLink 
• Wireless headsets 
• Two-way radios 

   

37. Assist immediate supervisor with talk groups programming. E   

• MERS 
• IMAT 

   

    

Behavior/Activity: Provide telecommunications customer service to FEMA or interagency end-users per 
immediate supervisor’s instructions 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Perform initial setup and configuration of customer hardware. D-3   

• Fax machines 
• Cell phones 
• Analog and digital phones 
• Answering machines 
• Conference phones 
• Video teleconference (VTC) communications 

   

39. Analyze and investigate assigned Help Desk tickets. D-3   

• Dial tone 
• Dropped calls 
• Call features 
• Cell phone password reset 
• Cell phone voice mail password 
• Creation of voice mail boxes 
• Answering machine set-up 
• Moves, adds, and changes of telephones 

   

40. Resolve Help Desk requests in ticket tracking system. D-3   
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41. Assist immediate supervisor with the maintenance of audiovisual 
(AV) equipment. E   

• Cable television (CATV) 
• VTC 

   

42. Monitor telephone switches daily for alarms and alerts. D-3   

43. Assign DID and non-DID phone numbers per carrier information. D-3   

• Wired 
• Wireless 
• Help Desk console 
• Switchboard 
• Fax 

   

44. Provide instructional information on telephony devices. E   

• Handouts 
• Manuals 
• Hands-on instruction 

   

45. Assist the Network Operations Center (NOC) with the 
coordination of troubleshooting and maintenance. E   

• System outages 
• System modifications 

   

    

Behavior/Activity: Conduct telecommunications transition services as directed by immediate supervisor 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Assist with the recovery of telecommunications equipment—both 
FEMA’s and leased—from the sites. E   

• Hardware 
• Services disconnects 
• Vendors coordination 

   

47. Provide out-briefing for transition activities. I   

• Telecommunications service documentation 
• Orientation of telecommunications infrastructure 
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Obtain the time of transition from immediate supervisor. I   

49. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

50. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Obtain performance appraisal from supervisor. I   

52. Report to the Training Unit upon completion of training 
assignment. I   

53. Make return travel arrangements. I   

54. Prepare the final travel voucher. I   

55. Return accountable property to the Accountable Property Office 
(APO). I   

56. Submit final timesheet, appraisal form, and travel voucher. I   

57. Check out with the Automated Deployment Database (ADD). I   

58. Check out with the IT Service Manager in the Communication 
Unit. I   
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RF Specialty    

Behavior/Activity: Support FEMA National Radio System (FNARS) and subcomponents 

Competency: Knowledge of Information Technology – Processes, Programs & Technologies (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

59. Test radio equipment. I   

• Periodic radio tests 
• Equipment tests 
• Calibration 
• Radio checks 
• Radio test equipment 

   

60. Maintain radio equipment. I   

• Firmware/software updates 
• Hardware upgrades 
• Radio test equipment 
• Defective parts on high frequency (HF) radio systems 
• Preventive 

   

61. Operate radios in accordance with FEMA standards. I   

• HF 
• Very high frequency (VHF) 
• Ultra high frequency (UHF) 
• Land mobile radios (LMR) 

   

62. Coordinate talk group programming with immediate supervisor for 
digital radios. I   

• MERS 
• Talk group validation 
• Cloning radios 

   

63. Maintain radio communication logs. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

TELECOM Specialist (TESP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

TELECOM Specialist (TESP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

TELECOM Specialist (TESP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Legal Advisor Lead (LEAD) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that the organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 
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26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any organizational adjustments if necessary. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   
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35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    
Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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61. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Ensure that work is solution-oriented, articulate, legally sufficient, and timely (SALT) 

Competency: Legal Advice (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Comply with FEMA Office of Chief Counsel (OCC) individual 
performance (SALT) criteria in every action and encounter and in 
all the advice provided to client-partners. 

I 
  

68. Focus on legally viable solutions and outcomes. I   

69. Maintain openness to the ideas of others and provide options, 
constructive alternatives, and creative solutions to legal problems. I   

70. Support continuous learning and collaborative environments that 
foster new ideas, understanding, and better ways to execute 
FEMA’s mission. 

I 
  

71. Assess what is valuable from current and past activity in practice, 
document it, and share with those who need to know. I   

72. Express positions and explain law and policy in an organized, 
well-reasoned, and persuasive manner, both orally and in writing. I   
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73. Use language that is appropriate to the client-partner, without use 
of undue “legalese” that might confuse or distort the message. I   

74. Develop the facts aggressively before applying the law to arrive at 
legal conclusions and options. I   

75. When rendering a legal opinion, in any form, cite to legal 
authorities (using the Bluebook for all written work) to 
demonstrate that our opinion substantially satisfies applicable 
statutory, regulatory, and Federal executive branch requirements so 
that client-partners and those who may later review opinions 
understand the reasoning. 

I 

  

76. Maintain professional responsibility and uphold duties to clients, 
courts, and the legal profession. I   

77. Deliver advice and counsel on demand, where and when client-
partners need it, and aggressively anticipate issues and obstacles to 
mission accomplishment. 

I 
  

78. Maintain an approach that is proactive, responsive and accessible 
to prevent problems. I   

79. Meet the timelines required to support critical or urgent Agency 
operations, and communicate with client-partners to establish 
appropriately prioritized timelines for routine matters. 

I 
  

80. Provide colleagues with sufficient time in which to review, 
consult, and coordinate on complex issues to the extent operations 
permit. 

I 
  

    

Behavior/Activity: Provide overall supervision and management of OCC on-site legal operations 

Competency: Interpersonal Skills (C14); Knowledge of Program & Technical Protocols (C15); 
Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Ensure that all legal advisors successfully perform their duties. D-3   

82. Develop professional relationships and trust with senior staff in 
order to be included as a legal advisor in the decision-making 
process. 

D-3 
  

83. Establish relationships with appropriate external legal partners. D-3   

84. Provide situational awareness to the OCC chain of command on 
significant issues as needed. D-3   

85. Provide leadership as a member of the senior staff to accomplish 
FEMA’s mission. D-3   

86. Identify legal issues. D-3   
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87. Establish the relevant and material facts related to legal issues. D-3   

88. Conduct research related to legal issues. D-3   

89. Analyze the facts, context, and law to develop opinions and 
recommended courses of action. D-3   

90. Deliver and follow up on legal advice and recommended courses 
of action. D-3   

91. Provide mandatory and discretionary training to FEMA staff. D-3   

92. Review and endorse all legal products and advice prepared for 
Federal Coordinating Officer (FCO) and OCC chain of command. D-3   

    

Behavior/Activity: Develop professional relationships and trust with senior staff in order to be included as a 
legal advisor in the decision-making process 

Competency: Interpersonal Skills (C14); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

93. Establish professional relationships with the FCO, senior staff, and 
FEMA program managers. D-3   

• Invitations to staff meetings 
• Invitations to working groups 
• Request for individual consultation 

   

94. Ensure the FCO has situational awareness of significant issues, 
legal or otherwise. D-3   

• Active local or national political interest 
• Local or national media interest 
• Potential significant litigation 
• Notification under the DHS Privacy Incident Handling Guidance 
• Significant misconduct 
• Significant security issues 
• Significant ethics issues 
• Issues with agency-wide implications 
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Behavior/Activity: Follow Advice in Crisis Tenets When Advising JFO Leadership 
Competency: Communication-Verbal (C4); Communication-Written (C5); Customer Focus (C6); Legal 

Advice (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

95. Understand who is the partner-client and what the partner-client’s 
needs are. D-3   

96. Practice active listening skills. D-3   

97. Get a seat at the table. D-3   

98. Know the political climate of the disaster operation and JFO. D-3   

99. Assist FCO and FEMA Senior Leadership in developing 
explanations of FEMA decisions to Congress, survivors and the 
Media. 

D-3 
  

100. Assist FCO and FEMA Senior Leadership in shaping, supporting, 
and facilitating the achievement of their goals and priorities 
keeping a legal perspective in mind. 

D-3 
  

101. Work as a team to educate FCO and FEMA Senior Leadership on 
risks and consequences of potential actions and assist in resolving 
or mitigating those risks. 

D-3 
  

102. Maintain a good understanding of FEMA programs and resources 
as basis to support leadership in achieving its goals and priorities. D-3   

    

Behavior/Activity: Establish relationships with appropriate external legal partners 

Competency: Interpersonal Skills (C14); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

103. Contact external legal partners to establish working relationships. D-3   

• U.S. Attorney 
• State Attorney General 
• Counsel for local government 

   

104. Supervise subordinate legal advisor’s contact with external legal 
partners.  D-3   
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Behavior/Activity: Provide situational awareness to, and coordination with, Headquarters OCC and Regional 
Counsel on significant issues as needed 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

105. Provide situational awareness to and coordination with, 
Headquarters OCC and Regional Counsel on significant issues. D-3   

• Active local or national political interest 
• Local or national media interest 
• Potential significant litigation 
• Notification under the DHS Privacy Incident Handling Guidance 
• Significant misconduct 
• Significant security issues 
• Significant ethics issues 
• Issues with significant policy impact for FEMA or DHS 
• Issues with agency-wide implications 

   

    

Behavior/Activity: Provide leadership as a member of the senior staff to accomplish FEMA’s mission 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

106. Facilitate the resolution of legal issues by identifying and 
coordinating necessary parties as needed. D-3   

• FEMA program managers 
• Other federal agency program managers 
• State, tribal, and local program managers 
• FEMA OCC 
• External legal advisors 
• Other stakeholders 

   

107. Facilitate the resolution of non-legal issues by assisting senior staff 
in identifying necessary parties as needed. D-3   
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Behavior/Activity: Identify legal issues 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

108. Distinguish between legal and non-legal issues, and direct the non-
legal issues to the appropriate entity. D-3   

109. Coordinate/interact with staff to identify legal issues. D-3   

110. Attend staff meetings and working groups. D-3   

111. Discuss possible issues with senior program staff. D-3   

112. Initiate outreach to senior program staff. D-3   

113. Review the IAP throughout operational periods. D-3   

114. Attend external meetings. D-3   

• Public Assistance kickoff meetings and applicant briefings 
• Community meetings 
• State, tribal, and local governmental meetings 

   

115. Conduct site visits. D-3   

• Disaster Recovery Centers 
• Area field offices 
• Incident staging bases 

   

116. Monitor media. D-3   

• FEMA news clips 
• Local media 

   

    

Behavior/Activity: Establish the relevant and material facts related to legal issues 

Competency: Knowledge of Program & Technical Protocols (C15); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

117. Collect relevant and material information. D-3   

• From people 
• From documents 
• From observations 

   

118. Verify the accuracy of information. D-3   

• Identify assumptions 
• Corroborate information 
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Behavior/Activity: Conduct research related to legal issues 

Competency: Knowledge of Program & Technical Protocols (C15); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

119. Identify and review all relevant legal authorities. D-3   

• Stafford Act 
• Other Federal legal authorities 
• Title 44 of the Code of Federal Regulations 
• FEMA policies and guidance 
• Legal reference materials 

   

120. Collaborate with subject matter experts, as needed, to identify legal 
authorities. D-3   

• Headquarters attorneys 
• Other federal agency attorneys 
• State, tribal, and local attorneys 

   

    

Behavior/Activity: Analyze the facts, context, and law to develop opinions and recommended courses of 
action 

Competency: Analysis/Reasoning (C2); Decision Making & Judgment (C7); Legal Advice (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

121. Analyze the facts and apply authorities. D-3   

122. Demonstrate the ability to prepare a legal brief, either formally or 
informally. D-3   

• Facts 
• Issue 
• Relevant authority 
• Analysis 
• Recommended courses of action 

   

123. Develop written or verbal advice in a manner appropriate for the 
recipient. D-3   

• Style 
• Format 
• Formality 
• Language 
• Detail 
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Behavior/Activity: Deliver and follow up on legal advice and recommended courses of action 

Competency: Legal Advice (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

124. Determine the correct recipients. D-3   

125. Deliver written or verbal advice in a manner appropriate for the 
recipient. D-3   

• Style 
• Format 
• Formality 
• Language 
• Detail 

   

126. Ensure legal advice is consistent with the position of headquarters 
OCC. D-3   

127. Ensure senior staff understand the legal implications. D-3   

128. Determine if the recipient requires additional legal assistance to 
resolve his or her issue. D-3   

129. Memorialize as necessary, and provide to OCC Headquarters. D-3   

    

Behavior/Activity: Provide mandatory and discretionary training to FEMA staff 

Competency: Communication-Verbal (C4); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

130. Provide training to FEMA staff. D-3   

• Ethics training 
• Privacy Act (Privacy Act Incident Handling Guidance) 
• Freedom of Information Act (FOIA) 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

131. Negotiate the time of transition. I   
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132. Provide for adequate overlap to ensure efficient transfer of duties. I   

133. Brief replacement on current situation. I   

134. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

135. Ensure that an effective transition of duties is accomplished. I   

136. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

137. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

138. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

139. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

140. Obtain performance appraisal from supervisor. I   

141. Report to the Training Unit upon completion of training 
assignment. I   

142. Make return travel arrangements. I   

143. Prepare the final travel voucher. I   

144. Return accountable property to the Accountable Property Office 
(APO). I   

145. Submit final timesheet, appraisal form, and travel voucher. I   

146. Check out with the Automated Deployment Database (ADD). I   

147. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Legal Advisor Lead (LEAD) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Legal Advisor Lead (LEAD) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 



LEGAL ADVISOR LEAD (LEAD) 21 November 2011, Revised 

26 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Legal Advisor Lead (LEAD) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Legal Advisor (LGAD) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   
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Behavior/Activity: Ensure that the organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any organizational adjustments if necessary. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   

35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    
Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 
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38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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61. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

    
Behavior/Activity: Develop professional relationships and trust with senior staff in order to be included as a 

legal advisor in the decision-making process 
Competency: Interpersonal Skills (C14); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Establish professional relationships with the Federal Coordinating 
Officer (FCO), senior staff, and FEMA program managers. D-3   

• Invitations to staff meetings 
• Invitations to working groups 
• Request for individual consultation 

   

68. Ensure the FCO has situational awareness of significant issues, 
legal or otherwise. D-3   

• Active local or national political interest 
• Local or national media interest 
• Potential significant litigation 
• Notification under the DHS Privacy Incident Handling Guidance 
• Significant misconduct 
• Significant security issues 
• Significant ethics issues 
• Issues with agency-wide implications 
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Behavior/Activity: Ensure that work is solution-oriented, articulate, legally sufficient, and timely (SALT) 

Competency: Legal Advice (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

69. Comply with FEMA Office of Chief Counsel (OCC) individual 
performance (SALT) criteria in every action and encounter and in 
all the advice provided to client-partners. 

I 
  

70. Focus on legally viable solutions and outcomes. I   

71. Maintain openness to the ideas of others and provide options, 
constructive alternatives, and creative solutions to legal problems. I   

72. Support continuous learning and collaborative environments that 
foster new ideas, understanding, and better ways to execute 
FEMA’s mission. 

I 
  

73. Assess what is valuable from current and past activity in practice, 
document it, and share with those who need to know. I   

74. Express positions and explain law and policy in an organized, 
well-reasoned, and persuasive manner, both orally and in writing. I   

75. Use language that is appropriate to the client-partner, without use 
of undue “legalese” that might confuse or distort the message. I   

76. Develop the facts aggressively before applying the law to arrive at 
legal conclusions and options. I   

77. When rendering a legal opinion, in any form, cite to legal 
authorities (using the Bluebook for all written work) to 
demonstrate that our opinion substantially satisfies applicable 
statutory, regulatory, and Federal executive branch requirements so 
that client-partners and those who may later review our opinions 
understand our reasoning. 

I 

  

78. Maintain professional responsibility and uphold duties to clients, 
courts, and the legal profession. I   

79. Deliver advice and counsel on demand, where and when client-
partners need it, and aggressively anticipate issues and obstacles to 
mission accomplishment. 

I 
  

80. Maintain an approach that is proactive, responsive and accessible 
to prevent problems. I   

81. Meet the timelines required to support critical or urgent Agency 
operations, and communicate with client-partners to establish 
appropriately prioritized timelines for routine matters. 

I 
  

82. Provide colleagues with sufficient time in which to review, 
consult, and coordinate on complex issues to the extent operations 
permit. 

I 
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Behavior/Activity: Follow Advice in Crisis Tenets when Advising JFO Leadership 

Competency: Communication-Verbal (C4); Communication-Written (C5), Customer Focus (C6); Legal 
Advice (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

83. Understand who is the partner-client and what the partner-client’s 
needs are. D-3   

84. Practice active listening skills. D-3   

85. Get a seat at the table. D-3   

86. Know the political climate of the disaster operation and JFO. D-3   

87. Assist FCO and FEMA Senior Leadership in developing 
explanations of FEMA decisions to Congress, survivors and the 
Media. 

D-3 
  

88. Assist FCO and FEMA Senior Leadership in shaping, supporting, 
and facilitating the achievement of their goals and priorities 
keeping a legal perspective in mind. 

D-3 
  

89. Work as a team to educate FCO and FEMA Senior Leadership on 
risks and consequences of potential actions and assist in resolving 
or mitigating those risks. 

D-3 
  

90. Maintain a good understanding of FEMA programs and resources 
as basis to support leadership in achieving its goals and priorities. D-3   

    

Behavior/Activity: Establish relationships with appropriate external legal partners 

Competency: Interpersonal Skills (C14); Knowledge of Program & Technical Protocols (C15)  

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Contact external legal partners to establish working relationships. D-3   

• U.S. Attorney 
• State Attorney General 
• Counsel for local government 
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Behavior/Activity: Provide situational awareness to, and coordinate with, FEMA OCC Headquarters and 
Regional counsel on significant issues as needed 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Provide situational awareness to, and coordinate with, FEMA OCC 
Headquarters and Regional counsel on significant issues. D-3   

• Active local or national political interest 
• Local or national media interest 
• Potential significant litigation 
• Notification under the DHS Privacy Incident Handling Guidance 
• Significant misconduct 
• Significant security issues 
• Significant ethics issues 
• Issues with significant policy impact for FEMA or DHS 
• Issues with agency-wide implications 

   

    

Behavior/Activity: Provide leadership as a member of the senior staff to accomplish FEMA’s mission 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

93. Facilitate the resolution of legal issues by Identifying and 
coordinating necessary parties as needed. D-3   

• FEMA program managers 
• Other federal agency program managers 
• State, tribal, and local program managers 
• FEMA OCC 
• External legal advisors 
• Other stakeholders 

   

94. Facilitate the resolution of non-legal issues by assisting senior staff 
in identifying necessary parties as needed. D-3   
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Behavior/Activity: Identify legal issues 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

95. Distinguish between legal and non-legal issues—and direct the 
non-legal issues to the appropriate entity. D-3   

96. Coordinate/interact with staff to identify legal issues. D-3   

97. Attend staff meetings and working groups. D-3   

98. Discuss possible issues with senior program staff. D-3   

99. Initiate outreach to senior program staff. D-3   

100. Review the Incident Action Plan throughout operational periods. D-3   

101. Attend external meetings. D-3   

• Public Assistance kickoff meetings and applicant briefings 
• Community meetings 
• State, tribal, and local governmental meetings 

   

102. Conduct site visits. D-3   

• Disaster Recovery Centers 
• Area field offices 
• Incident staging bases 

   

103. Monitor media. D-3   

• FEMA news clips 
• Local media 

   

    

Behavior/Activity: Establish the relevant and material facts and conduct research related to legal issues 

Competency: Knowledge of Program & Technical Protocols (C15); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

104. Collect relevant and material information. D-3   

• From people 
• From documents 
• From observations 

   

105. Verify the accuracy of information. D-3   

• Identify assumptions 
• Corroborate information 
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106. Identify and review all relevant legal authorities. D-3   

• Stafford Act 
• Other Federal legal authorities 
• Title 44 of the Code of Federal Regulations 
• FEMA policies and guidance 
• Legal reference materials 

   

107. Collaborate with subject matter experts, as needed, to identify legal 
authorities. D-3   

• Headquarters attorneys 
• Other federal agency attorneys 
• State, tribal, and local attorneys 

   

    

Behavior/Activity: Analyze the facts, context, and law to develop opinions and recommended courses of 
action 

Competency: Analysis/Reasoning (C2); Decision Making & Judgment (C7); Legal Advice (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

108. Analyze the facts and apply authorities. D-3   

109. Demonstrate the ability to prepare a legal brief, either formally or 
informally. D-3   

• Facts 
• Issue 
• Relevant authority 
• Analysis 
• Recommended courses of action 

   

110. Develop written or verbal advice in a manner appropriate for the 
recipient. D-3   

• Style 
• Format 
• Formality 
• Language 
• Detail 
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Behavior/Activity: Deliver and follow up on legal advice and recommended courses of action 

Competency: Legal Advice (T1) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

111. Determine the correct recipients. D-3   

112. Deliver written or verbal advice in a manner appropriate for the 
recipient. D-3   

• Style 
• Format 
• Formality 
• Language 
• Detail 

   

113. Ensure legal advice is consistent with the position of headquarters 
OCC. D-3   

114. Ensure senior staff understand the legal implications. D-3   

115. Determine if the recipient requires additional legal assistance to 
resolve his or her issue. D-3   

116. Memorialize as necessary, and provide to OCC Headquarters. D-3   

    

Behavior/Activity: Provide mandatory and discretionary training to FEMA staff 

Competency: Communication-Verbal (C4); Knowledge of Program & Technical Protocols (C15)  

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

117. Provide training to FEMA staff. D-3   

• Ethics training 
• Privacy Act (Privacy Act Incident Handling Guidance) 
• Freedom of Information Act (FOIA) 
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

118. Negotiate the time of transition. I   

119. Provide for adequate overlap to ensure efficient transfer of duties. I   

120. Brief replacement on current situation. I   

121. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

122. Ensure that an effective transition of duties is accomplished. I   

123. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

124. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

125. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

126. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

127. Obtain performance appraisal from supervisor. I   

128. Report to the Training Unit upon completion of training 
assignment. I   

129. Make return travel arrangements. I   

130. Prepare the final travel voucher. I   

131. Return accountable property to the Accountable Property Office 
(APO). I   

132. Submit final timesheet, appraisal form, and travel voucher. I   

133. Check out with the Automated Deployment Database (ADD). I   

134. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Legal Advisor (LGAD) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Legal Advisor (LGAD) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Legal Advisor (LGAD) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Accountable Property Manager (APMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 





21 November 2011, Revised ACCOUNTABLE PROPERTY MANAGER (APMG) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 1 

FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

  



21 November 2011, Revised ACCOUNTABLE PROPERTY MANAGER (APMG) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 7 

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any organizational adjustments if necessary. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   



21 November 2011, Revised ACCOUNTABLE PROPERTY MANAGER (APMG) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 9 

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   

35. Be an effective team player D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    
Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 
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38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   

    
Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Put each subordinate’s assignments in the context of the bigger 
picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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61. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

    
Behavior/Activity: Establish the Accountable Property Office (APO) 
Competency: Knowledge of Program & Technical Protocols (C15); Leadership C16); Manage & 

Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Create the organizational structure. I   

• Number of personnel 
• Type of personnel 
• Office space requirements 
• Storage requirements 
• Security requirements 

   

68. Execute designation memorandums. I   

• Property Management Officer (PMO) 
• Accountable Property Manager (APM) 
• Accountable Property Specialist (APS) 
• Custodial Officer (CO) 

   

69. Request the site code for the Inventory System of Record (ISR). I   
• Site code request form 
• User request form 
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Behavior/Activity: Ensure that items are accurately received and inputted into the ISR 

Competency: Knowledge of Program & Technical Protocols (C15); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Ensure that assets are accurately entered into the ISR database. I   

71. Ensure that dictionary definitions for new information are created. I   

• Master Item Index 
• General locations 
• Site address 
• Person Dictionary 

   

72. Ensure all accountable property is barcoded in accordance with the 
Field Operations Guide (FOG). I   

• Newly purchased assets 
• Found on-site assets 
• Leased assets (over 30 days) 
• Donated goods 

   

73. Ensure receiving documentation process is followed. I   

• Sign and fax/scan the Property Transfer Report (PTR) to the originator 
• Sign and return receiving reports to the Ordering Unit 
• New purchase file (FOG) 

   

    

Behavior/Activity: Monitor the process and accuracy of the hand receipts files 

Competency: Attention to Detail (C3); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Ensure that hand receipts are complete and accurate. I   

• ISR 
• Paper receipts 
• Issue expendable 
• Property pass 

   

75. Coordinate asset removal procedures with Security. I   

• Property pass 
• Hand receipts 
• Couriers 

   

76. Oversee Hand Receipts close out in accordance with Accountable 
Property guides. I   
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Behavior/Activity: Establish Inventory Asset Management 

Competency: Knowledge of Program & Technical Protocols (C15); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

77. Ensure that all assets are organized, stored, and secured. I   

78. Establish the inventory schedule. I   

79. Determine the appropriate inventory type. I   

• Cyclical inventory 
• Annual inventory (wall to wall) 
• Spot inventory 
• Change of custodian/APM/APS (wall to wall) 

   

80. Review discrepancy reports to identify corrective actions. I   

81. Generate annual inventory certification memorandum as required. I   

    

Behavior/Activity: Review Property Transfer Reports (PTRs) 

Competency: Attention to Detail (C3); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Verify and ensure that PTRs are created and executed in 
accordance with Accountable Property guides. I   

83. Verify and ensure that PTRs are forwarded to the appropriate 
receiving Accountable Property Office. I   

84. Resolve any PTR discrepancies. I   

85. Verify and ensure that assets were shipped to proper destinations. I   

86. Verify that a signature was obtained, to confirm the receipt of 
assets by the receiving Accountable Property Office. I   

87. Oversee the proper filing of completed documents. I   
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Behavior/Activity: Oversee the Report of Survey (ROS) processes 

Competency: Decision Making & Judgment (C7); Interpersonal Skills (C14); Knowledge of Program & 
Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Validate the report. I   

• Security incident report, as appropriate 
• Police report, as appropriate 
• Clarifying documentation 

   

89. Forward the report to the designated Property Management Officer 
(PMO). I   

90. Ensure that appropriate signatures are obtained before forwarding 
the documentation to the National Utilization Officer (NUO). I   

91. Confirm the removal of the asset from the ISR. I   

92. Ensure that the inventory removal document is attached to the ROS 
copy. I   

    

Behavior/Activity: Demobilize the Accountable Property Office 

Competency: Knowledge of Program & Technical Protocols (C15); Manage Development of Plans 
(C17); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

93. Coordinate required assets for continuing operations. I   

• Program manager’s approval 
• Federal Coordinating Officer (FCO) approval 
• Disaster Information Systems Clearinghouse (DISC)/DC approval 
• Regional APO 

   

94. Confirm that assets are properly sorted for return. I   

• Distribution warehouses 
• DISC  
• IT-219 
• TSC 
• Vendor-leased equipment 

   

95. Oversee asset preparation for return to the originating distribution 
centers. I   

96. Ensure that appropriate funding is obligated. I   

97. Submit request for transportation. I   
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Behavior/Activity: Process excess property 

Competency: Decision Making & Judgment (C7); Knowledge of Program & Technical Protocols (C15); 
Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

98. Ensure that internal and external agency materials are received into 
the ISR. I   

• Mission Assignment 
• Voluntary agency excess 
• Other federal agency (OFA)-/nongovernmental organization (NGO)-

received materials 
• Government supplied equipment (GSE) 

   

99. Oversee the identification and categorization of excess assets. I   

• Non-standard FEMA assets 
• Standard FEMA assets no longer required 
• National Stock Number (NSN) 
• Condition 
• Acquisition cost 

   

100. Forward the excess property list to the PMO. I   

101. Coordinate property distribution as directed by the NUO. I   

• Internal to FEMA activities 
• External to DHS activities 
• OFAs 
• State agencies 
• U.S. General Services Administration (GSA) 

   

102. Ensure that reports are filed. I   

    

Behavior/Activity: Manage the assets process for disposal 

Competency: Ethics & Integrity (C9); Knowledge of Program & Technical Protocols (C15); Manage 
Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

103. Coordinate the disposal of assets with the NUO. I   

• Broken 
• Not sold in GSA sales 
• Abandon and destruction 
• Recycle 
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• Local donation 
• Local sale 

104. Ensure that reports are filed. I   

 

Behavior/Activity: Create and file appropriate reports as directed 

Competency: Knowledge of Program & Technical Protocols (C15); Manage & Organize Information 
(C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

105. Create the appropriate reports. I   

106. File the reports according to the APM filing system. I   

107. Consolidate all property documents for record retention in 
accordance with the FOG. I   

• PTR (incoming) 
• PTR (outgoing) 
• New purchase log 
• ROS 
• Shipping documents 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

108. Negotiate the time of transition. I   

109. Provide for adequate overlap to ensure efficient transfer of duties. I   

110. Brief replacement on current situation. I   

111. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

112. Ensure that an effective transition of duties is accomplished. I   

113. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

114. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

115. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

116. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

117. Obtain performance appraisal from supervisor. I   

118. Report to the Training Unit upon completion of training 
assignment. I   

119. Make return travel arrangements. I   

120. Prepare the final travel voucher. I   

121. Return accountable property to the Accountable Property Office 
(APO). I   

122. Submit final timesheet, appraisal form, and travel voucher. I   

123. Check out with the Automated Deployment Database (ADD). I   

124. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Accountable Property Manager (APMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Accountable Property Manager (APMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Accountable Property Manager (APMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Accountable Property Specialist (APSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

  



21 November 2011, Revised ACCOUNTABLE PROPERTY SPECIALIST (APSP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 7 

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

    

Behavior/Activity:  Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   

23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Accurately receive items into the Inventory System of Record (ISR) 

Competency: Attention to Detail (C3); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Properly log into the ISR. I   

28. Enter assets into the ISR database. I   

• Receive items through the Due-In process 
• New receiving using the existing master item dictionary 
• “Found on Site” 

   

29. Create dictionary definitions for new information. I   

• Master Item Index 
• General locations 
• Site address 
• Person Dictionary 

   

30. Bar code accountable property in accordance with the FOG. I   

• Newly purchased assets 
• Found on-site assets 
• Leased assets (over 30 days) 
• Donated goods 

   

31. Complete receiving documentation process. I   

• Sign and fax/scan the Property Transfer Report (PTR) to the originator 
• Sign and return receiving reports to the Ordering Unit 
• New purchase file (FOG) 

   

    
Behavior/Activity: Accurately manage hand receipts 
Competency: Attention to Detail (C3); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Create hand receipts through the ISR in accordance with 
Accountable Property guides. I   

• Update general location 
• Update detailed location 
• Update custodian information 
• Update last inventory date 
• Update notes 
• Print 
• Signature 
• File 
• Property pass (OF7), as needed 
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33. Create hand receipts in accordance with Accountable Property 
guides when the ISR is unavailable. I   

• Paper hand receipt 
• Signature 
• Hand receipt copy 
• File 
• Property pass as needed 

   

34. Create and execute an “Issue Expendable.” I   

• Update general location 
• Update detailed location 
• Update custodian information 
• Update last inventory date 
• Update notes 
• Print 
• Signature 
• File 

   

35. Close hand receipts in accordance with Accountable Property 
guides. I   

• Update general location 
• Update detailed location 
• Update custodian information 
• Update last inventory date 
• Update notes 
• File 

   

    

Behavior/Activity: Perform effective inventory asset management 

Competency: Attention to Detail (C3); Knowledge of Program & Technical Protocols (C15); Manage 
Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Organize and store assets in a secure location. I   

• Update general location 
• Update detailed location 
• Update custodian information 
• Update last inventory date 
• Update notes 

   

37. Maintain storage area security. I   

• Keep locked 
• Limit access 
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38. Maintain storage area organization. I   

• Organize by asset type 
• Label 
• Orderliness 

   

    

Behavior/Activity: Create and execute a Property Transfer Report (PTR) 

Competency: Attention to Detail (C3); Knowledge of Program & Technical Protocols (C15); Manage 
Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Create the PTR in accordance with Accountable Property guides. I   

• Update general location 
• Update detailed location 
• Update custodian information 
• Update last inventory date 
• Update notes 
• Accuracy and completeness 

   

40. Execute the PTR in accordance with Accountable Property guides. I   

• Print 
• Signature 
• File 

   

41. Forward PTR to the receiving Accountable Property Office. I   

• Email 
• Fax 
• Courier 

   

42. Coordinate and verify shipping with distribution personnel. I   

• Warehouse 
• Mail room 
• Contracted parcel shipping 

   

43. Obtain a signature to verify receipt of assets by the receiving 
Accountable Property Office. I   

• Email 
• Fax 
• Courier 

   

44. File completed documents properly. I   
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Behavior/Activity: Conduct Inventory of Assets 

Competency: Attention to Detail (C3); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Determine the appropriate inventory type. I   

• Cyclical inventory 
• Annual inventory (wall to wall) 
• Spot inventory 
• Change of custodian/ Accountable Property Manager 

(APM)/Accountable Property Specialist (APS) (wall to wall) 
• Special inventory directed by management 

   

46. Reconcile inventory discrepancies. I   

• Recount 
• Documentation review 

   

47. Report unresolved discrepancies to the APM. I   

    

Behavior/Activity: Monitor and process Report of Survey (ROS) activities as directed 

Competency: Attention to Detail (C3); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Initiate the report. I   

• Security incident report, as appropriate 
• Police report, as appropriate 
• Clarifying documentation 

   

49. Forward the report to the designated APM. I   

50. Obtain signatures to verify outcome decisions as directed. I   

51. Forward documentation to the National Utilization Officer (NUO) 
as directed. I   

52. Verify the removal of the asset from the ISR. I   

53. Ensure that the inventory removal document is attached to the ROS 
copy. I   
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Behavior/Activity: Demobilize the Accountable Property Office  

Competency: Knowledge of Program & Technical Protocols (C15); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Sort assets for return. I   

• Distribution warehouses 
• DISC (Disaster Information Systems Clearinghouse) 
• IT-219 
• TSC 
• Vendor-leased equipment 

   

55. Prepare assets for return to the originating distribution centers. I   

• PTR 
• Stack and wrap 
• Packing list 

   

56. Gather information to initiate the request for transportation. I   

• Type 
• Quantity 
• Size 
• Dimension 
• Weight 
• Pickup and delivery limitations 

   

    

Behavior/Activity: Process excess property in accordance with guidance 

Competency: Attention to Detail (C3); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Receive materials into the ISR as directed. I   

• Mission Assignment 
• Voluntary Agency excess 
• Other federal agency-/nongovernmental organization(OFA/NGO)-

received materials 
• Government supplied equipment (GSE) 

   

58. Identify excess items. I   

• Non-standard FEMA assets 
• Standard FEMA assets no longer required 
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59. Categorize excess items. I   

• National Stock Number (NSN) 
• Condition 
• Acquisition cost 

   

60. Forward the excess property list as directed. I   

61. Distribute property as directed. I   

• National Utilization Officer (NUO) direction 
• Internal to FEMA activities 
• External to DHS activities 
• Other federal agencies 
• State agencies 
• GSA 

   

62. File reports as directed. I   

    

Behavior/Activity: Process assets for disposal in accordance with guidance 

Competency: Attention to Detail (C3); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Identify assets for disposal. I   

• Broken 
• Not sold in GSA sales 

   

64. Coordinate proper disposal method. I   

• NUO direction 
• Abandon and destruction 
• Recycle 
• Local donation 
• Local sale 

   

65. File reports as directed. I   
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Behavior/Activity: Create and file appropriate reports as directed 

Competency: Communication-Written (C5); Knowledge of Program & Technical Protocols (C15); 
Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

66. Create the appropriate reports. I   

67. File the reports according to the APM filing system. I   

68. Consolidate all property documents for record retention in 
accordance with to the Field Operations Guide (FOG). I   

• PTR (incoming) 
• PTR (outgoing) 
• New purchase log 
• ROS 
• Shipping documents 

   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

69. Obtain the time of transition from immediate supervisor. I   

70. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

71. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Obtain performance appraisal from supervisor. I   

73. Report to the Training Unit upon completion of training 
assignment. I   

74. Make return travel arrangements. I   

75. Prepare the final travel voucher. I   

76. Return accountable property to the Accountable Property Office 
(APO). I   

77. Submit final timesheet, appraisal form, and travel voucher. I   

78. Check out with the Automated Deployment Database (ADD). I   

79. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Accountable Property Specialist (APSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Accountable Property Specialist (APSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Accountable Property Specialist (APSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Billeting Manager (BIMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH)  
• Position Task Book (PTB)  
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number  
• Travel authorization number 
• Specific job assignment  
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements  
• Contact procedures during travel  
• Expected duration of assignment  
• Expected working conditions  

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license  
• Passport  
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered  
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions  
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control.  I   

15. Maintain unity of command.  I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates.  D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction.  D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control  
• Proper ICS positions 

   

26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS)  
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses  
• Issues and concerns 
• Facility needs 

   

28. Make any organizational adjustments if necessary. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed.  D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology  
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   



21 November 2011, Revised BILLETING MANAGER (BIMG) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 9 

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening  
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   

35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests  

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 
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38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information.  D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Put each subordinate’s assignments in the context of the bigger 
picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance  

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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61. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors  

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

• Customer focus 
• Accountability 
• Compassion 
• Diversity 
• Innovation 
• Integrity 
• Partnership 
• Public stewardship 
• Respect 
• Trust 

   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

    
Behavior/Activity: Assist responder personnel with lodging requirements 
Competency: Communication-Verbal (C4); Customer Focus (C6); Interpersonal Skills (C14); 

Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Coordinate to determine lodging requirements. I   

• Planning section 
• Finance section 
• Operations section 
• Logistics section 
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• Command Staff  

68. Identify available commercial and other lodging. I    

• Hotels/motels in the area 
• Bed and breakfasts 
• Rental properties 
• Military facilities 

   

69. Coordinate with the Contracting office to lease lodging. I   

70. Conduct a periodic lodging survey to track continuing lodging 
availability. I    

• Hotels/motels in the area 
• Bed and breakfasts 
• Rental properties 
• Military facilities 

   

    

Behavior/Activity: Administer and monitor contracts for lodging 

Competency: Interpersonal Skills (C14); Manage & Organize Information (C18); Manage Resources 
(C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Maintain a copy of the contract and all modifications. I   

72. Monitor the execution of the contract. I   

• Contractor performance 
• Scope of work 
• Report discrepancies 
• Anticipate changes to lodging availability 

   

73. Provide contractually required information to vendor. I   

• Changes to occupancy 
• Forecasts of lodging requirements 

   

74. Coordinate the termination of the contract based on requirements. I   

• Contracting office 
• Immediate supervisor 
• Planning section 
• Finance section 
• Operations section 
• Logistics section 
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Behavior/Activity: Manage responder lodging assignments  

Competency: Customer Focus (C6); Interpersonal Skills (C14)  

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Assign lodging to responders. I   

• Addresses/phone numbers of facilities 
• Directions to facilities 
• Check-in/check-out procedures 
• Special lodging requirements  

   

76. Track occupancy status and schedule. I   

• Current status 
• Forecast for future occupancy 
• Trigger levels for lodging thresholds 

   

77. Track responder lodging assignments. I   

• Identification information 
• Contact information 
• Length of stay 
• Special lodging requirements 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

78. Negotiate the time of transition. I   

79. Provide for adequate overlap to ensure efficient transfer of duties. I   

80. Brief replacement on current situation. I   

81. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

82. Ensure that an effective transition of duties is accomplished. I   

83. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

85. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

86. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

Behavior/Activity: Properly check out of the incident  

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

87. Obtain performance appraisal from supervisor. I   

88. Report to the Training Unit upon completion of training 
assignment. I   

89. Make return travel arrangements. I   

90. Prepare the final travel voucher. I   

91. Return accountable property to the Accountable Property Office 
(APO). I   

92. Submit final timesheet, appraisal form, and travel voucher. I   

93. Check out with the Automated Deployment Database (ADD). I   

94. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

 Billeting Manager (BIMG) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Billeting Manager (BIMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Billeting Manager (BIMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Camp Manager (CPMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 





21 November 2011, Revised CAMP MANAGER (CPMG) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 1 

FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    
Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any organizational adjustments if necessary. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   

35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    
Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
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39. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Put each subordinate’s assignments in the context of the bigger 
picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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61. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Ensure compliance with the Responders Support Camp (RSC) Contract 

Competency: Analysis/Reasoning (C2); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Validate occupied bed counts. D-3   

• Occupants 
• Eligibility in accordance with the contract 

   

68. Reconcile meal counts. D-3   

• Occupants 
• Visitors 
• Eligibility in accordance with the contract 
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69. Ensure adequate hygiene services. D-3   

• Showers 
• Restrooms 
• Hand wash stations 
• Laundry services 
• Trash removal 
• Pest control 

   

70. Ensure that the RSC is in compliance with all applicable health and 
safety regulations. D-3   

• Kitchens 
• Sleeping quarters 
• Common areas 
• Restrooms 
• Wash facilities 
• Recreational areas 

   

    

Behavior/Activity: Coordinate with appropriate personnel 

Competency: Communication-Verbal (C4); Communication-Written (C5); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Communicate with pertinent headquarters contracting personnel as 
appropriate. D-3   

• Contracting Officer’s Technical Representative (COTR) 
• Contracting Officer 
• Copy immediate supervisor 

   

72. Coordinate with the appropriate incident personnel. D-3   

• Safety Officer 
• Security Manager 
• Billeting Manager 
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Behavior/Activity: Participate in developing plans and reports 

Competency: Planning & Organizing (C20); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Assist with plan development. D-3   

• Evacuation 
• Setup 
• Breakdown 
• Asset protection 
• Safety 
• Security 

   

74. Submit reports to immediate supervisor on a daily basis. D-3   

• Daily occupancy counts 
• Summary of any technical direction provided by the COTR and 

contractor action taken 
• Results of water-testing samples (when tested) 
• Summary of the daily menu 
• Number of meals served per meal per day 
• A summary of any significant base camp daily events 

   

    

Behavior/Activity: Assist immediate supervisor with closeout procedures 

Competency: Knowledge of Program & Technical Protocols (C15); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Verify the demobilization of the site. D-3   

• Contract compliance 
• Termination of the lease 
• Site restoration 
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Negotiate the time of transition. I   

77. Provide for adequate overlap to ensure efficient transfer of duties. I   

78. Brief replacement on current situation. I   

79. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

80. Ensure that an effective transition of duties is accomplished. I   

81. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

83. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

84. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Obtain performance appraisal from supervisor. I   

86. Report to the Training Unit upon completion of training 
assignment. I   

87. Make return travel arrangements. I   

88. Prepare the final travel voucher. I   

89. Return accountable property to the Accountable Property Office 
(APO). I   

90. Submit final timesheet, appraisal form, and travel voucher. I   

91. Check out with the Automated Deployment Database (ADD). I   

92. Check out with the IT Service Manager in the Communication 
Unit. I   

 



21 November 2011, Revised CAMP MANAGER (CPMG) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 17 

• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Camp Manager (CPMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 



21 November 2011, Revised CAMP MANAGER (CPMG) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 19 

Evaluation Record 

 
TRAINEE NAME 

Camp Manager (CPMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Camp Manager (CPMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Camp Unit Leader (CPUL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate Forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   



CAMP UNIT LEADER (CPUL) 21 November 2011, Revised 

6 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    
Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    
Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 

supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 
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27. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any organizational adjustments if necessary. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

34. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

35. Share current information with co-workers and immediate 
supervisor. D-3   
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36. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Attend scheduled briefings as required. D-3   

38. Brief subordinates with relevant information on their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

39. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

40. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

42. Hold personnel accountable for the execution of assigned tasks. D-3   

43. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

44. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

45. Request additional resources or release surplus resources. D-3   

46. Address logistical problems that subordinates report. D-3   

47. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

48. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

49. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

50. Keep assigned personnel informed of changes. D-3   

51. Notify immediate supervisor of unit personnel status changes when 
they occur. D-3   

52. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

54. Explain how the unit’s assignments fit into the context of the 
bigger picture. D-3   

55. Establish work assignments and set priorities. D-3   

56. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

57. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

58. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

59. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

60. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

61. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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62. Create a work environment that provides mutual respect and equal 
opportunity for all Unit personnel. D-3   

63. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

64. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

66. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

67. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Obtain sites for Responder Support Camps (RSC) 

Competency: Knowledge of Program & Technical Protocols (C15); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

68. Participate in the site selection process. D-2   

69. Coordinate with the U.S. General Services Administration (GSA) 
or U.S. Army Corps of Engineers to obtain the lease. D-2   

70. Complete and submit Task Order Proposal Requests (TOPR) to the 
Contracting Officer’s Technical Representative (COTR). D-2   
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Behavior/Activity: Monitor camp operations and resolve issues as needed 

Competency: Customer Focus (C6); Decision Making & Judgment (C7);  Knowledge of Program & 
Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Prepare recommendations and rationale for changes in camp 
capacity for the COTR. D-2   

72. Report discrepancies with contracts to the headquarters COTR. D-2   

73. Advise the Federal Coordinating Officer (FCO) and Operations of 
the costs associated with the contracts. D-2   

    

Behavior/Activity: Initiate and oversee the closeout procedures 

Competency: Knowledge of Program & Technical Protocols (C15); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Ensure that the site remediation is complete as identified. D-2   

• Plans 
• Leases 
• Contracts 
• License agreements 
• Memorandums of understanding/memorandums of agreement 

(MOUs/MOAs) 

   

75. Verify final contractor invoices. D-2   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Negotiate the time of transition. I   

77. Provide for adequate overlap to ensure efficient transfer of duties. I   

78. Brief replacement on current situation. I   

79. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 
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80. Ensure that an effective transition of duties is accomplished. I   

81. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

83. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

84. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Obtain performance appraisal from supervisor. I   

86. Report to the Training Unit upon completion of training 
assignment. I   

87. Make return travel arrangements. I   

88. Prepare the final travel voucher. I   

89. Return accountable property to the Accountable Property Office 
(APO). I   

90. Submit final timesheet, appraisal form, and travel voucher. I   

91. Check out with the Automated Deployment Database (ADD). I   

92. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Camp Unit Leader (CPUL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Camp Unit Leader (CPUL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Camp Unit Leader (CPUL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

External Facilities Unit Leader (EXFL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate Forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 
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26. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any organizational adjustments if necessary. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 
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34. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

35. Share current information with co-workers and immediate 
supervisor. D-3   

36. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Attend scheduled briefings as required. D-3   

38. Brief subordinates with relevant information on their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

39. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

40. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

42. Hold personnel accountable for the execution of assigned tasks. D-3   

43. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

44. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

45. Request additional resources or release surplus resources. D-3   

46. Address logistical problems that subordinates report. D-3   

47. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

48. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

49. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

50. Keep assigned personnel informed of changes. D-3   

51. Notify immediate supervisor of unit personnel status changes when 
they occur. D-3   

52. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

54. Explain how the unit’s assignments fit into the context of the 
bigger picture. D-3   

55. Establish work assignments and set priorities. D-3   

56. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

57. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

58. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

59. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

60. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

61. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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62. Create a work environment that provides mutual respect and equal 
opportunity for all Unit personnel. D-3   

63. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

64. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

66. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

67. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Establish the External Facilities Unit 

Competency: Knowledge of Program & Technical Protocols (C15); Manage Resources (C19); Planning 
& Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

68. Coordinate with Agency designee and Logistics Section Chief to 
identify locations for incident facilities. D-3   

• Joint Field Office (JFO) 
• Area Field Office (AFO) 
• Public Assistance (PA) Processing Facility 
• Disaster Recovery Center (DRC) 

   

69. Coordinate the build-out and equip the requested facilities. D-3   

• Floor plan approval 
• Furniture 
• Information technology (IT) equipment 
• Communication infrastructure 
• Contract coordination 
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Behavior/Activity: Oversee External Facilities Unit activities 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Ensure that continued support and maintenance services are 
provided. D-3   

• Periodic inspections of facilities and adjustments as necessary 
• Utilities 
• Potable water 
• Janitorial concerns 

   

71. Coordinate with agency designee and Logistics Section Chief to 
demobilize. D-3   

• Return equipment and supplies to appropriate locations 
• Invoice processing 
• Utilities and communications 
• Leases 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Negotiate the time of transition. I   

73. Provide for adequate overlap to ensure efficient transfer of duties. I   

74. Brief replacement on current situation. I   

75. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

76. Ensure that an effective transition of duties is accomplished. I   

77. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

78. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

79. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

80. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Obtain performance appraisal from supervisor. I   

82. Report to the Training Unit upon completion of training 
assignment. I   

83. Make return travel arrangements. I   

84. Prepare the final travel voucher. I   

85. Return accountable property to the Accountable Property Office 
(APO). I   

86. Submit final timesheet, appraisal form, and travel voucher. I   

87. Check out with the Automated Deployment Database (ADD). I   

88. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

External Facilities Unit Leader (EXFL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

External Facilities Unit Leader (EXFL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

External Facilities Unit Leader (EXFL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Facilities Unit Leader (FACL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate Forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 
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27. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any organizational adjustments if necessary. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

34. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

35. Share current information with co-workers and immediate 
supervisor. D-3   
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36. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Attend scheduled briefings as required. D-3   

38. Brief subordinates with relevant information on their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types and location 

   

39. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

40. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

42. Hold personnel accountable for the execution of assigned tasks. D-3   

43. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

44. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

45. Request additional resources or release surplus resources. D-3   

46. Address logistical problems that subordinates report. D-3   

47. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

48. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

49. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

50. Keep assigned personnel informed of changes. D-3   

51. Notify immediate supervisor of unit personnel status changes when 
they occur. D-3   

52. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

54. Explain how the unit’s assignments fit into the context of the 
bigger picture. D-3   

55. Establish work assignments and set priorities. D-3   

56. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

57. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

58. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

59. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

60. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

61. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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62. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

63. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

64. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

 

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

• Customer focus 
• Accountability 
• Compassion 
• Diversity 
• Innovation 
• Integrity 
• Partnership 
• Public stewardship 
• Respect 
• Trust 

   

66. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

67. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Coordinate interdependent activities in the Facilities Unit 

Competency: Communication-Verbal (C4); Knowledge of Program & Technical Protocols (C15); 
Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

68. Establish the Facilities Unit based on the immediate supervisor’s 
direction. D-3   

• Space management 
• Tailor operational hours to mission requirements 
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69. Resolve conflicts in a timely manner. D-3   

• Customer complaints 
• Internal issues 

   

70. Ensure that unit operations are accurately documented. D-3   

• Maintenance reports 
• Situation report input 
• Facility contact information 
• Copier count logs 

   

    

Behavior/Activity: Identify incident support facilities 

Competency: Knowledge of Program & Technical Protocols (C15); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Determine space and other requirements based on staffing levels 
and mission requirements. D-3   

• Square footage 
• Parking 
• Restrooms 
• Electrical 
• Loading dock 
• Environmental controls 
• Program area facility requirements 
• Americans with Disabilities Act (ADA) 
• Safety and security 

   

72. Coordinate with partners to identify potential locations based on 
mission requirements. D-3   

• Region 
• U.S. General Services Administration (GSA) 
• U.S. Army Corps of Engineers 
• State and local agencies 
• Volunteer agencies 

   

73. Provide a report on sites with recommendations to immediate 
supervisor for approval. D-3   

74. Write (or assist in the writing of) statements of work or 
memoranda of understanding or agreement for all facility sites. D-3   

75. Acquire a copy of the executed lease or agreement. D-3   
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Behavior/Activity: Develop the facility layout in coordination with the immediate supervisor 

Competency: Knowledge of Program & Technical Protocols (C15); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Design the floor plan based on staffing levels. D-3   

• Furniture 
• Equipment 

   

77. Develop the communications and networking layout in 
coordination with Information Technology (IT). D-3   

• Work stations 
• Printers 

   

78. Determine contract support services requirements. D-3   

• Janitorial 
• Copiers 
• Shredding 

   

    
Behavior/Activity: Build out the facility 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Ensure that build-outs are in accordance with plans and mission 
requirements. D-3   

• Furniture 
• Equipment 

   

    
Behavior/Activity: Prioritize the activities of the Facilities Unit 

Competency: Knowledge of Program & Technical Protocols (C15); Planning & organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

80. Supervise the activities of Unit Managers to support the 
requirements of the operation. D-3   

• Ensure that facilities, furniture, and equipment are available when 
needed 

• Ensure the maintenance of the facility 
• Ensure the cleanliness of the facility 
• Establish Facilities Help Desk 
• Coordinate with the IT Help Desk 
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Behavior/Activity: Conduct closeout activities for the facility 

Competency: Knowledge of Program & Technical Protocols (C15); Planning & organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Coordinate with the appropriate parties to ensure notice of 
termination on all contracts and agreements. D-3   

• Lease 
• Copiers 
• Utilities 
• Janitorial 
• Communications service 

   

82. Provide direction to subordinates on the disposition of assets. D-3   

83. Ensure that the area is restored to its pre-incident condition. D-3   

84. Conduct the final walkthrough with the appropriate parties. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Negotiate the time of transition. I   

86. Provide for adequate overlap to ensure efficient transfer of duties. I   

87. Brief replacement on current situation. I   

88. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

89. Ensure that an effective transition of duties is accomplished. I   

90. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

92. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

93. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Obtain performance appraisal from supervisor. I   

95. Report to the Training Unit upon completion of training 
assignment. I   

96. Make return travel arrangements. I   

97. Prepare the final travel voucher. I   

98. Return accountable property to the Accountable Property Office 
(APO). I   

99. Submit final timesheet, appraisal form, and travel voucher. I   

100. Check out with the Automated Deployment Database (ADD). I   

101. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Facilities Unit Leader (FACL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Facilities Unit Leader (FACL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Facilities Unit Leader (FACL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Food Specialist (FDSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   
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23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Implement immediate supervisor’s requirements for reporting, contract compliance, and 
day-to-day activities 

Competency: Knowledge of Program & Technical Protocols (C15); Manage & Organize Information 
(C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Take daily counts of the personnel utilizing food services. D-3   

28. Determine the method of feeding to best fit each facility or 
situation in coordination with immediate supervisor. D-3   

29. Complete and submit appropriate daily reports as required. D-3   
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Behavior/Activity: Coordinate with appropriate personnel throughout the operation 

Competency: Communication-Verbal (C4); Communication-Written (C5)  

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Communicate with appropriate contracting personnel for 
appropriate compliance as directed by the immediate supervisor. D-3   

• Contracting Officer/Contracting Officer’s Technical Representative 
(COTR) 

• Vendor representative 

   

31. Coordinate with the appropriate site personnel as directed by the 
immediate supervisor. D-3   

• FEMA Office of Safety, Health, and Environment (OSHE) 
• Security 
• Camp Manager 
• Billeting Manager 

   

    

Behavior/Activity: Monitor the contractor’s performance for food services and closeout of operations as 
directed by the immediate supervisor 

Competency: Attention to Detail (C3); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Monitor food services operations using appropriate guidance. D-3   

• Kitchens 
• Dining areas 
• Sanitation facilities 

   

33. Supply the immediate supervisor with final reports as appropriate. D-3   

• Meal counts 
• Discrepancies 

   

34. Ensure that the contractor restores the area during the closeout. D-3   

• Remove trash 
• Remove equipment 
• Retrograde 

   

  



FOOD SPECIALIST (FDSP) 21 November 2011, Revised 

10 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Obtain the time of transition from immediate supervisor. I   

36. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

37. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Obtain performance appraisal from supervisor. I   

39. Report to the Training Unit upon completion of training 
assignment. I   

40. Make return travel arrangements. I   

41. Prepare the final travel voucher. I   

42. Return accountable property to the Accountable Property Office 
(APO). I   

43. Submit final timesheet, appraisal form, and travel voucher. I   

44. Check out with the Automated Deployment Database (ADD). I   

45. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Food Specialist (FDSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Food Specialist (FDSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Food Specialist (FDSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Facilities Manager (FLMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH)  
• Position Task Book (PTB)  
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment  
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions  

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   



FACILITIES MANAGER (FLMG) 21 November 2011, Revised 

6 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions  
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control.  I   

15. Maintain unity of command.  I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates.  D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 
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27. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any organizational adjustments if necessary. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed.  D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   
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35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests  

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information.  D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Put each subordinate’s assignments in the context of the bigger 
picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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61. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors  

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Participate in the site selection process 

Competency: Knowledge of Program & Technical Protocols (C15); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Coordinate with relevant parties to identify available and suitable 
space. D-3   

• U.S. General Services Administration (GSA) 
• U.S. Army Corps of Engineers (USACE) 
• State and local agencies 
• Voluntary agencies 
• Other federal agencies 
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68. Ensure that the facility is adequate to support staffing levels and 
mission requirements. D-3   

• Square footage 
• Parking 
• Restrooms 
• Electrical  
• Loading dock  
• Environmental controls 
• Program area facility requirements 
• Americans with Disabilities Act (ADA) compliance 

   

    

Behavior/Activity: Establish and maintain facility and associated services  

Competency: Attention to Detail (C3); Knowledge of Program & Technical Protocols (C15); Leadership 
(C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

69. Design the floor plan in conjunction with the appropriate site 
manager. D-3   

• Office equipment 
• Supply area 
• Functional layout 
• Information Technology (IT) requirements 

   

70. Set up the facility according to the floor plan. D-3   

71. Determine contract support services as necessary. D-3   

• Janitorial 
• Dumpster 
• Copiers/faxes 
• Utilities 
• Shredding services 

   

72. Coordinate with the Contracting Officer’s Technical 
Representative (COTR) as necessary. D-3   

73. Reallocate space and resources as requirements change. D-3   

• Downsize space 
• Increase space 
• Reconfigure space 
• Modify the contract 
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Behavior/Activity: Conduct closeout activities for facilities 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16); Planning & 
Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Coordinate with immediate supervisor and appropriate parties for 
disposition of assets. D-3   

• Deployable kits 
• IT equipment 
• Rental equipment 

   

75. Coordinate with immediate supervisor and appropriate parties for 
contract termination. D-3   

• Janitorial 
• Dumpster 
• Copiers 
• Utilities 
• Shredding services 
• IT services (TIMACS/NIOS) 

   

76. Breakdown the facility. D-3   

77. Conduct the final walkthrough with the appropriate parties. D-3   

• GSA 
• USACE 
• State and local agencies 
• Voluntary agencies 
• Other federal agencies 
• Property manager 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

78. Negotiate the time of transition. I   

79. Provide for adequate overlap to ensure efficient transfer of duties. I   

80. Brief replacement on current situation. I   

81. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 
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82. Ensure that an effective transition of duties is accomplished. I   

83. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

85. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

86. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident  

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

87. Obtain performance appraisal from supervisor. I   

88. Report to the Training Unit upon completion of training 
assignment. I   

89. Make return travel arrangements. I   

90. Prepare the final travel voucher. I   

91. Return accountable property to the Accountable Property Office 
(APO). I   

92. Submit final timesheet, appraisal form, and travel voucher. I   

93. Check out with the Automated Deployment Database (ADD). I   

94. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Facilities Manager (FLMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Facilities Manager (FLMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Facilities Manager (FLMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Federal Staging Area Unit Leader (FSUL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. D-3   

• Current program guidance 
• Appropriate Forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH)  
• Position Task Book (PTB)  
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. D-3   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment  
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements  
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions  

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” D-3   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. D-3   

• Driver’s license 
• Passport  
• Federal/state agency identification 

   

5. Participate in the pre-deployment conference call. D-3   

• Identify personnel 
• Identify location 
• Commodities in the pipeline 
• Site POC information 
• Staging Area cache 

   

6. Direct movement of team and cache. D-3   

• Kit delivery team 
• Advance party 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

7. Check-in at designated Incident check- in location and complete 
check-in packet. D-3   

8. Obtain agency identification (badge) or other government issued 
identifications. D-3   

9. Obtain additional job-required equipment or supplies. D-3   

• PPE  
• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

10. Check in with the Automated Deployment Database (ADD). D-3   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Obtain information relevant to your assignment.  I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

12. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 
• Coordinate with immediate supervisor to obtain current State and local 

priorities 
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13. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Establish Staging Area 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Coordinate with the landlord. D-3   

• Expectations 
• Restrictions 
• Responsibilities for repairs 
• Geographic boundaries 

   

15. Develop site layout. D-3   

• Check-in/Check–out points 
• Traffic flow 
• Parking areas by commodity 
• Driver information center 

   

16. Provide support services. D-3   

• Port-a-potties 
• Wash stations 
• Dumpsters 
• Fuel 
• Medical 

   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

17. Demonstrate appropriate level of ICS knowledge. D-3   

• Organization structure 
• Principles 
• Positions  
• ICS forms 

   

18. Use common terminology. D-3   
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19. Maintain appropriate span of control.  D-3   

20. Maintain unity of command.  D-3   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

22. Recognize and communicate potentially hazardous situations. D-3   

23. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

24. Verify that special precautions are taken when hazards exist. D-3   

25. Use personal protective equipment (PPE) when issued. D-3   

26. Safeguard property and equipment. D-3   

27. Provide current information for the call-down roster. D-3   

28. Maintain the integrity of the call-down roster of subordinates.  D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Determine if the organizational structure is appropriate based on 
supervisor direction.  D-3   

30. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

31. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 
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32. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

33. Make any organizational adjustments if necessary. D-3   

34. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

35. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Demonstrate professional and appropriate verbal communication 
consistently. D-3   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

37. Demonstrate professional and appropriate non-verbal 
communication consistently. D-3   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

38. Establish and maintain positive interpersonal and interagency 
working relationships. D-3   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

39. Ask clarifying questions to ensure accurate understanding of 
directions. D-3   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

40. Share current information with co-workers and immediate 
supervisor. D-3   
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41. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests  

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Attend scheduled briefings as required. D-3   

43. Brief subordinates with relevant information on their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types and location 

   

44. Conduct driver’s meeting. D-3   

• Life support 
• Fuel 
• Status of disaster 

   

45. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

46. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Participate in the action planning process, establishing work assignments and 
performance expectations in support of incident objectives 

Competency: Incident Action Planning (C11); Incident Command System (ICS) Concepts (C12); 
Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Coordinate with the OSC, Branch Director, DIVS (if assigned) and 
assigned ESFs to prepare for the Operations Tactics Meeting. D-3   

48. Obtain direction from the immediate supervisor for the next 
operational period. D-3   

49. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-3   

50. Write task descriptions providing clear, concise direction, and 
performance expectations that support the incident objectives. D-3   

51. Ensure accurate operational information is included on the ICS 
215. D-3   

• Resource kind, type and number using resource identifier (i.e. IA 
Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

52. Ensure safety issues have been addressed and adequately 
mitigated. D-3   

53. Participate in the Operations Tactics Meeting to review and 
finalize the ICS 215. D-3   

• Ensure instructions are clear and complete with sufficient detail for 
development of the Assignment List (ICS 204) by the Resource Unit 

• Provide input to update the Incident Map 
• Identify additional resources needed and/or surpluses 

   

54. Verify that additional resources identified on the ICS 215 for the 
Branch/Group at the Tactics Meeting have been ordered. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 
Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

56. Hold personnel accountable for the execution of assigned tasks. D-3   

57. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

58. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

59. Request additional resources or release surplus resources. D-3   

60. Address logistical problems that subordinates report. D-3   

61. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

62. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

63. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

64. Keep assigned personnel informed of changes. D-3   

65. Notify immediate supervisor of unit personnel status changes when 
they occur. D-3   

66. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

68. Explain how the unit’s assignments fit into the context of the 
bigger picture. D-3   

69. Establish work assignments and set priorities. D-3   

70. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

71. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

72. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

73. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

74. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

75. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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76. Create a work environment that provides mutual respect and equal 
opportunity for all Unit personnel. D-3   

77. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

78. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors  

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

80. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

81. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Negotiate the time of transition. D-3   

83. Provide for adequate overlap to ensure efficient transfer of duties. D-3   

84. Brief replacement on current situation. D-3   

85. Ensure that appropriate information is up-to-date. D-3   

• Accurate 
• Special issues/concerns 

   

86. Ensure that an effective transition of duties is accomplished. D-3   

87. Notify immediate supervisor when the transition is complete. D-3   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

89. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

90. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Obtain performance appraisal from supervisor. D-3   

92. Make return travel arrangements. D-3   

93. Prepare final travel voucher. D-3   

94. Return accountable property to  the Accountable Property Office 
(APO). D-3   

95. Submit final timesheet, appraisal form and travel voucher. D-3   

96. Check out with the Automated Deployment Database (ADD). D-3   

97. Report to the Training Unit upon completion of training 
assignment. D-3   

98. Check out with the IT Service Manager in the Communication 
Unit. D-3   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Federal Staging Area Unit Leader (FSUL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Federal Staging Area Unit Leader (FSUL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Federal Staging Area Unit Leader (FSUL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Fleet Manager (FTMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    
Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any organizational adjustments if necessary. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   

35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    
Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
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39. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Put each subordinate’s assignments in the context of the bigger 
picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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61. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Identify and obtain vehicles to meet incident requirements 

Competency: Analysis/Reasoning (C2); Knowledge of Program & Technical Protocols (C15); Manage 
Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Coordinate with program managers to identify requirements. D-3   

• Individual Assistance 
• Public Assistance 
• Mitigation 
• Command Staff 
• Logistics 

   

68. Order vehicles. D-3   

• U.S. General Services Administration (GSA) 
• FEMA 
• Commercial rental 
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Behavior/Activity: Track and monitor fleet usage and expenditures 

Competency: Attention to Detail (C3); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

69. Allocate funds for Fleet operations. D-3   

• Fleet cards 
• Storm cards 
• Billed Office Address Code (BOAC) 
• Rental contracts 

   

70. Authorize invoices for payment. D-3   

• GSA 
• Commercial lease 
• FEMA owned 

   

71. Obtain FEMA/DHS vehicle license tags as required. D-3   

72. Ensure compliance with federal Fleet policies. D-3   

• FEMA Manual 6250.2 
• GSA Federal Supply Service, A Guide to Your GSA Fleet Vehicle 
• Federal Personnel Manual, Chapter 930, Subchapter 1, “Motor Vehicle 

Operator” 
• FEMA Manual 6200.1: Travel Regulations 
• FEMA Manual 3310.1: Disciplinary/ Adverse Actions Procedures 
• DHS Motor vehicle Fleet Management MD0510 

   

73. File vehicle inventory usage (mileage/hours) reports. D-3   

    

Behavior/Activity: Schedule and dispatch vehicles 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Assign vehicles to programmatic personnel as requested. D-3   

75. Assign functional-need vehicles. D-3   

• Delivery 
• Courier 
• VIP 
• Evacuation 
• Material handling 

   

76. Maintain systems for the effective control and accountability of all 
motor vehicle fleet assets. D-3   
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Behavior/Activity: Ensure Fleet readiness 

Competency: Attention to Detail (C3); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

77. Ensure that proper maintenance is conducted on the fleet. D-3   

78. Conduct daily vehicle inspections. D-3   

• Interior 
• Exterior 
• Fluid levels 
• Tire pressure 

   

79. Develop an asset protection plan. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

80. Negotiate the time of transition. I   

81. Provide for adequate overlap to ensure efficient transfer of duties. I   

82. Brief replacement on current situation. I   

83. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

84. Ensure that an effective transition of duties is accomplished. I   

85. Notify immediate supervisor when transition is complete. I   

  



21 November 2011, Revised FLEET MANAGER (FTMG) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 15 

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

86. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

87. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

88. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Obtain performance appraisal from supervisor. I   

90. Report to the Training Unit upon completion of training 
assignment. I   

91. Make return travel arrangements. I   

92. Prepare the final travel voucher. I   

93. Return accountable property to the Accountable Property Office 
(APO). I   

94. Submit final timesheet, appraisal form, and travel voucher. I   

95. Check out with the Automated Deployment Database (ADD). I   

96. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Fleet Manager (FTMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Fleet Manager (FTMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Fleet Manager (FTMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Ground Support Unit Leader (GSUL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate Forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any organizational adjustments if necessary. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

34. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

35. Share current information with co-workers and immediate 
supervisor. D-3   

36. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Attend scheduled briefings as required. D-3   

38. Brief subordinates with relevant information on their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types and location 
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39. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

40. Brief immediate supervisor on results of debriefings. D-3   

    
Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

42. Hold personnel accountable for the execution of assigned tasks. D-3   

43. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

44. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

45. Request additional resources or release surplus resources. D-3   

46. Address logistical problems that subordinates report. D-3   

47. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

48. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

49. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

50. Keep assigned personnel informed of changes. D-3   

51. Notify immediate supervisor of unit personnel status changes when 
they occur. D-3   

52. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

54. Explain how the unit’s assignments fit into the context of the 
bigger picture. D-3   

55. Establish work assignments and set priorities. D-3   

56. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

57. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

58. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

59. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

60. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

61. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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62. Create a work environment that provides mutual respect and equal 
opportunity for all Unit personnel. D-3   

63. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

64. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    
Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

66. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

67. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Establish the Ground Support Unit 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

68. Coordinate with the Facilities Unit Leader to establish the layout. D-3   

• Parking 
• Fueling 
• Maintenance 
• Loading/unloading of heavy equipment and personnel 
• Incident location traffic flow pattern 
• Space for expansion 
• Shelter 

   

69. Identify and source requirements. D-3   

• Meetings 
• Incident Action Plan (IAP) review 
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Behavior/Activity: Oversee Ground Support Unit activities 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C26) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Provide ground transportation of resources and supplies based on 
anticipated needs, priorities, and requests. D-3   

71. Ensure that accident and incident reports are completed accurately 
and forwarded to the appropriate authority. D-3   

• Safety 
• Insurance 
• Security 

   

72. Collect and record information on rental, contract, and agency 
equipment. D-3   

• Review agreements and contracts 
• Ensure inspections are completed and submitted 
• Track contractor use of government furnished supplies, parts, fuels, and 

repairs and submit to Finance/Administration 
• Maintenance 
• Fueling 

   

73. Ensure that Fleet and Mobile Communications Operations Vehicle 
(MCOV) Managers have needed resources. D-3   

• Fueling services 
• Traffic control signage 
• Maintenance at site 

   

74. Coordinate with other units to manage hazardous materials (e.g., 
petroleum) according to applicable regulations. D-3   

• Environmental requirements 
• Shipping/handling 
• Storage/disposal/containment 

   

75. Ensure that pre- and post-inspections are completed. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Negotiate the time of transition. I   

77. Provide for adequate overlap to ensure efficient transfer of duties. I   
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78. Brief replacement on current situation. I   

79. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

80. Ensure that an effective transition of duties is accomplished. I   

81. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

83. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

84. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    
Behavior/Activity: Properly check out of the incident 
Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Obtain performance appraisal from supervisor. I   

86. Report to the Training Unit upon completion of training 
assignment. I   

87. Make return travel arrangements. I   

88. Prepare the final travel voucher. I   

89. Return accountable property to the Accountable Property Office 
(APO). I   

90. Submit final timesheet, appraisal form, and travel voucher. I   

91. Check out with the Automated Deployment Database (ADD). I   

92. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Ground Support Unit Leader (GSUL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Ground Support Unit Leader (GSUL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Ground Support Unit Leader (GSUL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position. 

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Logistics Specialist (LGSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   

23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests  

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Move and transport goods in a timely manner to the location directed 

Competency: Dependability (C8); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Reconcile items accurately. I   

• Bill of lading 
• Shipping documents 
• Inventory lists 
• Property Transfer Reports 

   

28. Follow routes as directed. I   

29. Move and lift bulky items properly. I   

• Proper lifting techniques 
• Materiel handling equipment (MHE) 

   

30. Load and unload trucks. I   

• Properly secure load 
• Load plan 

   

    

Behavior/Activity: Assist with establishment and maintenance of facilities 

Competency: Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Set up and break down offices, including furniture. I   

• Floor plan 
• Tables, chairs, partitions, etc. 

   

32. Report any discrepancies to immediate supervisor. I   

• Bill of lading 
• Shipping documents 
• Inventory lists 
• Property Transfer Reports 
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Obtain the time of transition from immediate supervisor. I   

34. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

35. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Obtain performance appraisal from supervisor. I   

37. Report to the Training Unit upon completion of training 
assignment. I   

38. Make return travel arrangements. I   

39. Prepare the final travel voucher. I   

40. Return accountable property to the Accountable Property Office 
(APO). I   

41. Submit final timesheet, appraisal form, and travel voucher. I   

42. Check out with the Automated Deployment Database (ADD). I   

43. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Logistics Specialist (LGSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Logistics Specialist (LGSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Logistics Specialist (LGSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Support Branch Director Type I (LSB1) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS forms. I   

13. Maintain appropriate span of control. I   

14. Use common terminology. I   

15. Maintain unity of command. I   

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, welfare, and accountability of all branch 
personnel. D-1   

17. Recognize potentially hazardous situations. D-1   

18. Communicate potentially hazardous situations. D-1   

19. Use personal protective equipment (PPE) as issued. D-1   

20. Safeguard property and equipment. D-1   

21. Provide current information for the call-down roster. D-1   

22. Maintain the integrity of the call-down roster. D-1   

23. Verify that special precautions are taken when hazards exist. D-1   

24. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-1   

25. Notify the Safety Officer of any accidents. D-1   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Determine if organizational structure is appropriate. D-1   

• Incident objectives and immediate supervisor direction 
• Emergency Support Functions (ESFs) assigned 
• Coordination needs at the state and local level 

   

27. Ensure that the organizational structure is ICS compliant. D-1   

• Span of control 
• Unity of command 
• Proper ICS positions 

   

28. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned. D-1   

• Location and status of assigned resources 
• Resource identifier, if assigned (e.g., Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

29. Check to ensure that subordinates are qualified to perform assigned 
positions. D-1   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

30. Discuss findings and recommendations with the immediate 
supervisor as necessary. D-1   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs, if applicable 

   

31. Make any necessary organizational adjustments. D-1   

32. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-1   

33. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-1   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

35. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

36. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

37. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

38. Share current information with co-workers and immediate 
supervisor. I   

39. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

40. Keep Command and General Staff informed. D-1   

• Current information 
• Significant changes 
• Significant decision and actions 

   

41. Provide the Situation Unit Leader with branch information for the 
situation report (Sitrep). D-1   
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Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Attend scheduled briefings as required. D-1   

43. Brief direct report staff on the details of the branch’s support to the 
IAP following the Operations briefing. D-1   

• Remind direct report staff that all supervisory personnel need to be 
briefed 

• Ensure assignments are clear and provide additional information 
needed 

• Discuss special safety considerations or situations 

   

44. Debrief your immediate staff at the end of the operational period to 
gather information. D-1   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

45. Brief immediate supervisor on results of debriefings. D-1   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-1   

47. Hold personnel accountable for the execution of assigned tasks. D-1   

48. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-1   

49. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-1   

50. Request additional resources or release surplus resources. D-1   
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51. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-1   

52. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-1   

53. Ensure that the work completed is consistent with direction, policy, 
and incident objectives. D-1   

• Immediate supervisor’s direction 
• FEMA policies 

   

54. Keep assigned personnel informed of changes. D-1   

55. Notify Resource Unit Leader of all resource status changes when 
they occur. D-1   

    

Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Participate in the preparation of incident plans. D-1   

• Strategic Plan 
• Functional plans 
• Demobilization Plan 
• Evacuation Plan (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

57. Solicit input from appropriate branch personnel during the plan 
development and provide them an opportunity to review the draft 
document. 

D-1 
  

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

58. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

59. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
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60. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. I   

61. Represent FEMA in a professional manner when working with 
internal and external parties. I   

62. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Exhibit principles of duty, integrity, and respect. D-1   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

64. Show subordinates how their assignments support the overall 
management of the incident. D-1   

65. Establish work assignments and set priorities. D-1   

66. Take corrective action when problems arise. D-1   

67. Establish and communicate basic work guidelines. D-1   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

68. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-1   

69. Provide continuous feedback on performance. D-1   

• Recognize and document superior performance 
• Take corrective action and document poor performance 
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70. Ensure that personnel receive needed training and coaching. D-1   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

71. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-1   

72. Prepare and discuss formal performance evaluations. D-1   

73. Create a work environment that provides mutual respect and equal 
opportunity for branch personnel. D-1   

74. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-1   

75. Monitor employee performance to assess the need for possible rest 
or rotation. D-1   

    

Behavior/Activity: Oversee the Supply functions 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Ensure that the warehouse storage and material-handling 
equipment (MHE) requirements are identified and met. D-1   

77. Ensure the establishment of Supply function facilities. D-1   

• Warehouse 
• Receiving and distribution 
• Supply room 
• Mail room 

   

78. Oversee the receipt, processing, and distribution of assets. D-1   

• Accountable property 
• Purchased equipment 
• Supplies 

   

79. Provide appropriate documents to the Ordering Unit. D-1   

• Bills of lading 
• Property transfer reports (PTRs) 
• Receiving reports 

   

80. Ensure accountability for government-owned equipment and 
materials in accordance with Federal Property Management 
Regulations and FEMA property management policies. 

D-1 
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Behavior/Activity: Oversee the Ordering functions 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Ensure that funds are available for procurement. D-1   

82. Ensure the implementation of the Single Point Order Tracking 
(SPOT) system. D-1   

• eTasker 
• Automated Deployment Database (ADD) 
• Request Action Tracking System (RATS) 
• Logistics Supply Chain Management System (LSCMS) 

   

83. Ensure that receiving documents are provided and applied to 
facilitate payment. D-1   

    

Behavior/Activity: Oversee the Ground Support functions 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Determine ground support resource requirements for the incident. D-1   

• Fleet vehicles 
• Material handling equipment 

   

85. Ensure that appropriate ground support resources are acquired. D-1   

86. Ensure that appropriate contracts are in place to facilitate ground 
support operations. D-1   

• Fueling 
• Maintenance 
• Road service repair 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

87. Negotiate the time of transfer. I   

88. Provide for adequate overlap to ensure efficient transfer of duties. I   
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89. Brief replacement on current situation. I   

90. Ensure that appropriate information is up-to-date. I   

91. Ensure that an effective transfer of duties is accomplished. I   

 

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-1   

93. Ensure that closeout records are current, accurate, and complete. D-1   

94. Oversee the deactivation of the warehouse and mail center 
operations. D-1   

95. Ensure the demobilization and deactivation of the ground support 
functions. D-1   

• Fleet vehicles 
• Material handling equipment 
• Contract closeout 

   

96. Manage the recovery of government-owned equipment and 
materials from deactivated Joint Field Office (JFO) operations 
personnel and determine the appropriate disposition (return assets 
to prepositioned posture or disposal). 

D-1 
  

97. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-1   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

98. Obtain performance appraisal from supervisor. I   

99. Make return travel arrangements. I   

100. Prepare the final travel voucher. I   

101. Return equipment to the Accountable Property Office (APO). I   

102. Submit final timesheet, appraisal form, and travel voucher. I   

103. Check out with the Automated Deployment Database (ADD). I   

104. Report to the Training Unit upon completion of training 
assignment. I   

105. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

 Support Branch Director Type I (LSB1) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Support Branch Director Type I (LSB1) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Support Branch Director Type I (LSB1) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Support Branch Director Type II (LSB2) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS forms. I   

13. Maintain appropriate span of control. I   

14. Use common terminology. I   

15. Maintain unity of command. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, welfare, and accountability of all branch 
personnel. D-2   

17. Recognize potentially hazardous situations. D-2   

18. Communicate potentially hazardous situations. D-2   

19. Use personal protective equipment (PPE) as issued. D-2   

20. Safeguard property and equipment. D-2   

21. Provide current information for the call-down roster. D-2   

22. Maintain the integrity of the call-down roster. D-2   

23. Verify that special precautions are taken when hazards exist. D-2   

24. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-2   

25. Notify the Safety Officer of any accidents. D-2   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Determine if organizational structure is appropriate. D-2   

• Incident objectives and immediate supervisor direction 
• Emergency Support Functions (ESFs) assigned 
• Coordination needs at the state and local level 

   

27. Ensure that the organizational structure is ICS compliant. D-2   

• Span of control 
• Unity of command 
• Proper ICS positions 
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28. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned. D-2   

• Location and status of assigned resources 
• Resource identifier, if assigned (e.g., Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

29. Check to ensure that subordinates are qualified to perform assigned 
positions. D-2   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

30. Discuss findings and recommendations with the immediate 
supervisor as necessary. D-2   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs, if applicable 

   

31. Make any necessary organizational adjustments. D-2   

32. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-2   

33. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-2   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

35. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 
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36. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

37. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

38. Share current information with co-workers and immediate 
supervisor. I   

39. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

40. Keep Command and General Staff informed. D-2   

• Current information 
• Significant changes 
• Significant decision and actions 

   

41. Provide the Situation Unit Leader with branch information for the 
situation report (Sitrep). D-2   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Attend scheduled briefings as required. D-2   

43. Brief direct report staff on the details of the branch’s support to the 
IAP following the Operations briefing. D-2   

• Remind direct report staff that all supervisory personnel need to be 
briefed 

• Ensure assignments are clear and provide additional information 
needed 

• Discuss special safety considerations or situations 
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44. Debrief your immediate staff at the end of the operational period to 
gather information. D-2   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

45. Brief immediate supervisor on results of debriefings. D-2   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-2   

47. Hold personnel accountable for the execution of assigned tasks. D-2   

48. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-2   

49. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-2   

50. Request additional resources or release surplus resources. D-2   

51. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-2   

52. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-2   

53. Ensure that the work completed is consistent with direction, policy, 
and incident objectives. D-2   

• Immediate supervisor’s direction 
• FEMA policies 

   

54. Keep assigned personnel informed of changes. D-2   

55. Notify Resource Unit Leader of all resource status changes when 
they occur. D-2   
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Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Participate in the preparation of incident plans. D-2   

• Strategic Plan 
• Functional plans 
• Demobilization Plan 
• Evacuation Plan (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

57. Solicit input from appropriate branch personnel during the plan 
development and provide them an opportunity to review the draft 
document. 

D-2 
  

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

58. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

59. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

60. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. I   

61. Represent FEMA in a professional manner when working with 
internal and external parties. I   

62. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Exhibit principles of duty, integrity, and respect. D-2   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

64. Show subordinates how their assignments support the overall 
management of the incident. D-2   

65. Establish work assignments and set priorities. D-2   

66. Take corrective action when problems arise. D-2   

67. Establish and communicate basic work guidelines. D-2   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

68. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-2   

69. Provide continuous feedback on performance. D-2   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

70. Ensure that personnel receive needed training and coaching. D-2   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

71. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-2   

72. Prepare and discuss formal performance evaluations. D-2   
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73. Create a work environment that provides mutual respect and equal 
opportunity for branch personnel. D-2   

74. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-2   

75. Monitor employee performance to assess the need for possible rest 
or rotation. D-2   

    

Behavior/Activity: Oversee the Supply functions 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Ensure that the warehouse storage and material-handling 
equipment (MHE) requirements are identified and met. D-2   

77. Ensure the establishment of Supply function facilities. D-2   

• Warehouse 
• Receiving and distribution 
• Supply room 
• Mail room 

   

78. Oversee the receipt, processing, and distribution of assets. D-2   

• Accountable property 
• Purchased equipment 
• Supplies 

   

79. Provide appropriate documents to the Ordering Unit. D-2   

• Bills of lading 
• Property transfer reports (PTRs) 
• Receiving reports 

   

80. Ensure accountability for government-owned equipment and 
materials in accordance with Federal Property Management 
Regulations and FEMA property management policies. 

D-2 
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Behavior/Activity: Oversee the Ordering functions 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Ensure that funds are available for procurement. D-2   

82. Ensure the implementation of the Single Point Order Tracking 
(SPOT) system. D-2   

• eTasker 
• Automated Deployment Database (ADD) 
• Request Action Tracking System (RATS) 
• Logistics Supply Chain Management System (LSCMS) 

   

83. Ensure that receiving documents are provided and applied to 
facilitate payment. D-2   

    

Behavior/Activity: Oversee the Ground Support functions 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Determine ground support resource requirements for the incident. D-2   

• Fleet vehicles 
• Material handling equipment 

   

85. Ensure that appropriate ground support resources are acquired. D-2   

86. Ensure that appropriate contracts are in place to facilitate ground 
support operations. D-2   

• Fueling 
• Maintenance 
• Road service repair 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

87. Negotiate the time of transfer. I   

88. Provide for adequate overlap to ensure efficient transfer of duties. I   
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89. Brief replacement on current situation. I   

90. Ensure that appropriate information is up-to-date. I   

91. Ensure that an effective transfer of duties is accomplished. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-2   

93. Ensure that closeout records are current, accurate, and complete. D-2   

94. Oversee the deactivation of the warehouse and mail center 
operations. D-2   

95. Ensure the demobilization and deactivation of the ground support 
functions. D-2   

• Fleet vehicles 
• Material handling equipment 
• Contract closeout 

   

96. Manage the recovery of government-owned equipment and 
materials from deactivated Joint Field Office (JFO) operations 
personnel and determine the appropriate disposition (return assets 
to prepositioned posture or disposal). 

D-2 
  

97. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-2   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

98. Obtain performance appraisal from supervisor. I   

99. Make return travel arrangements. I   

100. Prepare the final travel voucher. I   

101. Return equipment to the Accountable Property Office (APO). I   

102. Submit final timesheet, appraisal form, and travel voucher. I   

103. Check out with the Automated Deployment Database (ADD). I   

104. Report to the Training Unit upon completion of training 
assignment. I   

105. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

 Support Branch Director Type II (LSB2) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Support Branch Director Type II (LSB2) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Support Branch Director Type II (LSB2) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Logistics Section Chief Type I (LSC1) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed during the first 72 hours of 
the assignment in a personal go-kit. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities”. I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain relevant situational information on your assignment. I   

• Resources currently assigned to your Section 
• Resources en route and/or ordered for your Section 
• Incident facilities, types, and location 
• Incident objectives 
• Governor’s guidance 
• State Emergency Management Agency guidance 
• Political issues and sensitivities 
• Staging areas, camps, area field offices, and other incident facilities 
• Information from other personnel responsible for your Section prior to 

your arrival, if applicable 
• Review FEMA/state agreement if approved 

   

10. Obtain initial direction from the immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 
• Current state and local priorities 

   

11. Identify issues and concerns of potential relevance to your 
assignment. I   
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12. Attend and participate in the initial IMAT meeting. I   

• Current incident status 
• Obtain immediate supervisor priorities and expectations for the IMAT 
• Review roles and responsibilities of IMAT members 
• Resource ordering procedures 
• Public information strategy 
• Planning, logistics, and finance/admin procedures 
• Jurisdictional limitations, concerns, and restrictions 
• Safety and security concerns 
• Special incident considerations 
• Obtain schedule for briefings and meetings 

   

    

Behavior/Activity: Understand, use and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS Forms. I   

14. Maintain appropriate span of control. I   

15. Use common terminology. I   

16. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

17. Provide for the safety, welfare, and accountability of your Sections 
personnel. D-1   

18. Recognize potentially hazardous situations. D-1   

19. Communicate potentially hazardous situations. D-1   

20. Use personal protective equipment (PPE) as issued. D-1   

21. Safeguard property and equipment. D-1   

22. Provide current information for the call-down roster. D-1   

23. Maintain the integrity of the call-down roster. D-1   
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24. Verify that special precautions are taken when hazards exist. D-1   

25. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-1   

26. Notify the Safety Officer of any accidents. D-1   

    

Behavior/Activity: Gather, update, and apply situational information relevant to the incident 

Competency: Analysis/Reasoning (C2); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Attend and facilitate initial team meeting with Federal 
Coordinating Officer (FCO) and Command and General Staff. I   

• Create agenda for initial team meeting 
• Current incident status 
• Obtain FCO/team leader priorities and expectations 
• Initial incident resource requirements 
• Review roles and responsibilities of team members 
• Ordering procedures 
• Public information strategy 
• Planning, logistics, and finance/admin agreements and procedures 
• Jurisdictional limitations, concerns, and restrictions 
• Safety and security concerns 
• Special incident considerations 
• Coordinate with Operations Section Chief (OSC) and FCO to set time 

frames for briefings, the incident action planning cycle, and planning 
and team meetings 

   

28. Collect information from other personnel responsible for the 
incident prior to your arrival. I   

• Status of incident and assigned resources 
• Current unit status 
• Information on incident facilities such as the Joint Field Office (JFO), 

staging areas, camps, area field offices, and other incident facilities 
• Critical infrastructure 
• Essential elements of information (EEI) 

   

29. Monitor and evaluate the current situation continuously. I   

• Notify the Operations Section Chief if information indicates that the 
IAP is not meeting incident objectives 

• Identify concerns and issues 
• Keep key incident management personnel informed 
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

31. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

32. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and FCO. I   

35. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

36. Keep Command and General Staff informed. D-1   

• Current information 
• Significant changes 
• Significant decision and actions 

   

37. Provide the Situation Unit Leader with your Section’s organization 
information for the situation report (Sitrep). D-1   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Exhibit principles of duty, integrity, and respect. D-1   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

39. Provide subordinates with how their assignments support the 
overall management of the incident. D-1   

40. Establish work assignments and set priorities. D-1   

41. Take corrective action when problems arise. D-1   

42. Establish and communicate basic work guidelines. D-1   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

43. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-1   

44. Provide continuous feedback on performance. D-1   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

45. Ensure that personnel receive needed training and coaching. D-1   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

46. Ensure all personnel time records are complete, accurate and 
submitted within established timeframes. D-1   

47. Prepare and discuss formal performance evaluations. D-1   
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48. Create a work environment that provides mutual respect and equal 
opportunity for Section personnel. D-1   

49. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-1   

50. Monitor employee performance to assess the need for possible rest 
or rotation. D-1   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

52. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

53. Cultivate professional relationships with coworkers and others to 
exchange information and work effectively. I   

54. Represent FEMA in a professional manner when working with 
internal and external parties. I   

55. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Ensure that organizational structure and staffing is adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Determine if organizational structure is appropriate. D-1   

• Size and complexity of the incident 
• Support needs of other functions 
• Coordination needs at the State level 
• Incident objectives and immediate supervisor direction 
• Emergency Support Functions (ESF) assigned 
• Coordination needs at the State and Local level 

   



LOGISTICS SECTION CHIEF TYPE I (LSC1) 21 November 2011, Revised 

12 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

57. Ensure organizational structure is ICS compliant. D-1   

• Span of control 
• Unity of Command 
• Proper ICS positions 

   

58. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned. D-1   

• Location and status of assigned resources 
• Resource identifier, if assigned (i.e. Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

59. Check to ensure subordinates are qualified to perform in assigned 
positions. D-1   

• FEMA Qualification System (FQS) 
• Non-FEMA Agency qualified 

   

60. Discuss findings and recommendations with the immediate 
supervisor as necessary. D-1   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs if applicable 

   

61. Make any organizational adjustments necessary. D-1   

62. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-1   

63. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-1   

    

Behavior/Activity: Participate in the action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Anticipate the Section’s support to Operations for the next 
operational period. D-1   

65. Determine Section’s support capabilities based on anticipated 
needs. D-1   
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66. Ensure Section’s participation in the Operations Tactics Meeting 
when Section’s support is required. D-1   

• Discuss with OSC if Section attendance is required 
• Identify additional Section resources needed to support the next O-

period plan 
• If shortfalls exist, communicate to OSC 

   

67. Attend the Command and General Staff Planning meeting. D-1   

• Review IAP 
• Recommend corrections/adjustments to the IAP 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

68. Attend scheduled briefings as required. D-1   

69. Brief your direct report staff on details of the Section’s support to 
the IAP following the Operations briefing. D-1   

• Remind direct report staff that all supervisory personnel need to be 
briefed 

• Ensure that assignments are clear and provide additional information 
needed 

• Discuss special safety considerations or situations 

   

70. Debrief your immediate staff at the end of the operational period to 
gather information. D-1   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

71. Brief FCO on results of debriefings. D-1   
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Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Participate in the preparation of incident plans. D-1   

• Strategic Plan 
• Functional plans 
• Demobilization Plan 
• Evacuation plan (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

73. Solicit input from your appropriate Section’s personnel during the 
plan development and provide them an opportunity to review the 
draft document. 

D-1 
  

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-1   

75. Hold personnel accountable for the execution of assigned tasks. D-1   

76. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-1   

77. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-1   

78. Request additional resources or release surplus resources. D-1   

79. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-1   

80. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-1   

81. Ensure that work completed is consistent with direction, policy, 
and incident objectives. D-1   

• FCO direction 
• FEMA policies 

   

82. Keep assigned personnel informed of changes. D-1   

83. Notify Resource Unit Leader of all resource status changes when 
they occur. D-1   
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Behavior/Activity: Coordinate with State, Tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-1   

85. Share critical information with state, tribal, and local officials. D-1   

86. Take early action to mitigate or resolve coordination issues. D-1   

87. Foster teamwork and emphasize a unified approach. D-1   

    

Behavior/Activity: Document in writing all significant decisions and facts relative to activities on the incident 

Competency: Communication-Written (C5); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Maintain a log documenting significant decisions relating to the 
incident (e.g., Activity Log [ICS 214]). I   

89. Maintain a personnel log. I   

• Staff deployment and demobilization schedule 
• Rotations 
• Counseling recommendations and actions 
• Evaluation completion 

   

    

Behavior/Activity: Manage the development of plans and assist other organizational elements as requested 

Competency: Knowledge of Program & Technical Protocols (C15); Manage Development of Plans 
(C17); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

90. Supervise the development of the following: I   

• Advanced Operations Plan (AOP) 
• Incident functional plans (IFPs), COOP, Transition Plan, and 

Demobilization Plan 
• Strategic plan and timeline 
• Other IFPs as requested 
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91. Assist other organization elements in developing IFPs as 
requested. I   

Behavior/Activity: Conduct an initial assessment of logistical requirements for the incident 

Competency: Analysis/Reasoning (C2); Decision Making & Judgment (C7); Knowledge of Program & 
Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Determine and execute contracts and interagency agreements as 
required. D-1   

• Private sector (responder camps, fuel, dumpsters) 
• U.S. General Services Administration (GSA) 
• Defense Logistics Agency (DLA) 

   

93. Coordinate logistics support activities with state, local 
governments, other federal agencies, the private sector, and 
volunteer organizations. 

D-1 
  

94. Coordinate the necessary procurement actions to support response 
requirements (a core function of the section). D-1   

    

Behavior/Activity: Ensure the establishment of the JFO and associated incident facilities 

Competency: Implement Workplace Safety (C10); Knowledge of Program & Technical Protocols (C15); 
Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

95. Identify operational requirements based on meetings with the 
Command and General Staff. D-1   

96. Determine the logistical requirements necessary to meet the needs 
of the incident. D-1   

• Facilities 
• Equipment 
• Information systems 
• Communications 

   

97. Ensure the identification and acquisition of the JFO. D-1   

98. Ensure the identification, acquisition, and build-out of other 
incident facilities as required. D-1   

• Disaster Recovery Center (DRC) 
• Staging areas 
• Public Assistance (PA) Closeout Centers 
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99. Coordinate and oversee the delivery and build-out of the incident 
facilities. D-1   

• Desks 
• Partitions 
• JFO kits 
• Disaster Information Systems Clearinghouse (DISC) packs 

   

100. Coordinate the management of information systems networks 
(voice and data) at incident facilities. D-1   

101. Determine the transportation requirements for the mission and 
establish/acquire fleet vehicle and courier services. D-1   

    

Behavior/Activity: Serve as principal advisor on all logistics issues related to the incident 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

102. Recommend solutions to all resource challenges. D-1   

103. Provide guidance on logistical regulations and policy concerns. D-1   

    

Behavior/Activity: Ensure the proper financial management of the Logistics Section 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16); Manage 
Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

104. Ensure that the Finance/Admin Section is provided with budget 
projections for logistics operations. D-1   

105. Oversee the creation and implementation of funding documents to 
cover logistics operations. D-1   

106. Oversee the control, review, and proper disposition of all billing 
invoices. D-1   

107. Ensure that a Single Point Order Tracking (SPOT) system is 
implemented within the Logistics section. D-1   

108. Monitor Contracting Officer’s Technical Representative (COTR) 
and project officer activities to ensure compliance with applicable 
regulations. 

D-1 
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Behavior/Activity: Ensure proper asset management for the incident 

Competency: Leadership (C16); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

109. Ensure adherence to the FEMA/DHS property management 
regulations. D-1   

110. Ensure the implementation of the property management system of 
record. D-1   

111. Coordinate with the Operations Section to ensure that accountable 
property purchased for the incident by other federal agencies is 
recovered and entered into the system of record. 

D-1 
  

    

Behavior/Activity: Oversee the establishment and operation of the External Support Branch 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

112. Ensure the establishment of External Support Facilities Unit for the 
incident. D-1   

• DRCs 
• Area Field Offices (AFOs) 
• PA closeout centers 

   

113. Ensure the ordering of incident response resources (IRR). D-1    

• Shelf-stable meals 
• Water 
• Generators 

   

114. Ensure the support to Mass Care facilities for disaster survivors. D-1   

• Hygiene products 
• Infant supplies 
• Special needs equipment 

   

115. Ensure the establishment of camps and support services for 
disaster responders as required. D-1   

• Catering 
• Billeting 
• Laundry services 
• Showers 
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116. Ensure the establishment of staging areas as required to support the 
incident.  D-1   

117. Ensure the ordering and staging of temporary housing units to 
support the incident. D-1   

    

Behavior/Activity: Orchestrate and implement incident demobilization 

Competency: Knowledge of Program & Technical Protocols (C15); Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

118. Coordinate with the Operations and Planning Sections to assist in 
the development of the Demobilization Plan. D-1   

• Timelines 
• Staffing levels 
• Facilities closeout 

   

119. Coordinate with other federal agencies (OFAs) regarding special 
demobilization procedures. D-1   

120. Coordinate with the Logistics Management Directorate regarding 
the disposition of IRR and furniture, fixtures, and equipment 
(FFE). 

D-1 
  

121. Ensure the remediation of all facilities and sites per contractual 
agreements. D-1   

122. Conduct final walk-through for all facilities and sites and acquire 
signed release forms. D-1   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

123. Negotiate the time of transfer. I   

124. Provide for adequate overlap to ensure efficient transfer of duties. I   

125. Brief replacement on current situation. I   

126. Ensure that appropriate information is up-to-date. I   

127. Ensure that an effective transfer of duties is accomplished. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

128. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-1   

129. Ensure that closeout records are current, accurate, and complete. D-1   

• Chronology 
• Situation report 
• Demobilization Plan 

   

130. Oversee disposal of non-archived files and materials and shred 
sensitive data. I   

131. Transfer official files to the appropriate Region. I   

132. Maintain a chain of custody on all records and documents at 
closeout. I   

133. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-1   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

134. Obtain performance appraisal from supervisor. I   

135. Make return travel arrangements. I   

136. Prepare the final travel voucher. I   

137. Return equipment to the Accountable Property Office (APO). I   

138. Submit final timesheet, appraisal form, and travel voucher. I   

139. Check out with the Automated Deployment Database (ADD). I   

140. Report to the Training Unit upon completion of training 
assignment. I   

141. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 

  



LOGISTICS SECTION CHIEF TYPE I (LSC1) 21 November 2011, Revised 

22 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Evaluation Record 

 
TRAINEE NAME 

Logistics Section Chief Type I (LSC1) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Logistics Section Chief Type I (LSC1) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Logistics Section Chief Type I (LSC1) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Logistics Section Chief Type II (LSC2) 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed during the first 72 hours of 
the assignment in a personal go-kit. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities”. I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain relevant situational information on your assignment. I   

• Resources currently assigned to your Section 
• Resources en route and/or ordered for your Section 
• Incident facilities, types, and location 
• Incident objectives 
• Governor’s guidance 
• State Emergency Management Agency guidance 
• Political issues and sensitivities 
• Staging areas, camps, area field offices, and other incident facilities 
• Information from other personnel responsible for your Section prior to 

your arrival, if applicable 
• Review FEMA/state agreement if approved 

   

10. Obtain initial direction from the immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 
• Current state and local priorities 

   

11. Identify issues and concerns of potential relevance to your 
assignment. I   
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12. Attend and participate in the initial IMAT meeting. I   

• Current incident status 
• Obtain immediate supervisor priorities and expectations for the IMAT 
• Review roles and responsibilities of IMAT members 
• Resource ordering procedures 
• Public information strategy 
• Planning, logistics, and finance/admin procedures 
• Jurisdictional limitations, concerns, and restrictions 
• Safety and security concerns 
• Special incident considerations 
• Obtain schedule for briefings and meetings 

   

    

Behavior/Activity: Understand, use and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS Forms. I   

14. Maintain appropriate span of control. I   

15. Use common terminology. I   

16. Maintain unity of command. I   

    

Behavior/Activity: Follow safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

17. Provide for the safety, welfare, and accountability of your Sections 
personnel. D-2   

18. Recognize potentially hazardous situations. D-2   

19. Communicate potentially hazardous situations. D-2   

20. Use personal protective equipment (PPE) as issued. D-2   

21. Safeguard property and equipment. D-2   

22. Provide current information for the call-down roster. D-2   

23. Maintain the integrity of the call-down roster. D-2   
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24. Verify that special precautions are taken when hazards exist. D-2   

25. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-2   

26. Notify the Safety Officer of any accidents. D-2   

    

Behavior/Activity: Gather, update, and apply situational information relevant to the incident 

Competency: Analysis/Reasoning (C2); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Attend and facilitate initial team meeting with Federal 
Coordinating Officer (FCO) and Command and General Staff. I   

• Create agenda for initial team meeting 
• Current incident status 
• Obtain FCO/team leader priorities and expectations 
• Initial incident resource requirements 
• Review roles and responsibilities of team members 
• Ordering procedures 
• Public information strategy 
• Planning, logistics, and finance/admin agreements and procedures 
• Jurisdictional limitations, concerns, and restrictions 
• Safety and security concerns 
• Special incident considerations 
• Coordinate with Operations Section Chief (OSC) and FCO to set time 

frames for briefings, the incident action planning cycle, and planning 
and team meetings 

   

28. Collect information from other personnel responsible for the 
incident prior to your arrival. I   

• Status of incident and assigned resources 
• Current unit status 
• Information on incident facilities such as the Joint Field Office (JFO), 

staging areas, camps, area field offices, and other incident facilities 
• Critical infrastructure 
• Essential elements of information (EEI) 

   

29. Monitor and evaluate the current situation continuously. I   

• Notify the Operations Section Chief if information indicates that the 
IAP is not meeting incident objectives 

• Identify concerns and issues 
• Keep key incident management personnel informed 
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

31. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

32. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and FCO. I   

35. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

36. Keep Command and General Staff informed. D-2   

• Current information 
• Significant changes 
• Significant decision and actions 

   

37. Provide the Situation Unit Leader with your Section’s organization 
information for the situation report (Sitrep). D-2   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Exhibit principles of duty, integrity, and respect. D-2   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

39. Provide subordinates with how their assignments support the 
overall management of the incident. D-2   

40. Establish work assignments and set priorities. D-2   

41. Take corrective action when problems arise. D-2   

42. Establish and communicate basic work guidelines. D-2   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

43. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-2   

44. Provide continuous feedback on performance. D-2   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

45. Ensure that personnel receive needed training and coaching. D-2   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

46. Ensure all personnel time records are complete, accurate and 
submitted within established timeframes. D-2   

47. Prepare and discuss formal performance evaluations. D-2   
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48. Create a work environment that provides mutual respect and equal 
opportunity for Section personnel. D-2   

49. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-2   

50. Monitor employee performance to assess the need for possible rest 
or rotation. D-2   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors during interpersonal, intra-agency, 
and interagency interactions 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

52. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

53. Cultivate professional relationships with coworkers and others to 
exchange information and work effectively. I   

54. Represent FEMA in a professional manner when working with 
internal and external parties. I   

55. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Ensure organizational structure and staffing are adequate to meet immediate supervisor’s 
direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Determine if organizational structure is appropriate. D-2   

• Size and complexity of the incident 
• Support needs of other functions 
• Coordination needs at the State level 
• Incident objectives and immediate supervisor direction 
• Emergency Support Functions (ESF) assigned 
• Coordination needs at the State and Local level 
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57. Ensure organizational structure is ICS compliant. D-2   

• Span of control 
• Unity of Command 
• Proper ICS positions 

   

58. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned. D-2   

• Location and status of assigned resources 
• Resource identifier, if assigned (i.e. Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

59. Check to ensure subordinates are qualified to perform in assigned 
positions. D-2   

• FEMA Qualification System (FQS) 
• Non-FEMA Agency qualified 

   

60. Discuss findings and recommendations with the immediate 
supervisor as necessary. D-2   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs if applicable 

   

61. Make any organizational adjustments necessary. D-2   

62. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-2   

63. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-2   

    

Behavior/Activity: Participate in the action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Anticipate the Section’s support to Operations for the next 
operational period. D-2   

65. Determine Section’s support capabilities based on anticipated 
needs. D-2   
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66. Ensure Section’s participation in the Operations Tactics Meeting 
when Section’s support is required. D-2   

• Discuss with OSC if Section attendance is required 
• Identify additional Section resources needed to support the next O-

period plan 
• If shortfalls exist, communicate to OSC 

   

67. Attend the Command and General Staff Planning meeting. D-2   

• Review IAP 
• Recommend corrections/adjustments to the IAP 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

68. Attend scheduled briefings as required. D-2   

69. Brief your direct report staff on details of the Section’s support to 
the IAP following the Operations briefing. D-2   

• Remind direct report staff that all supervisory personnel need to be 
briefed 

• Ensure that assignments are clear and provide additional information 
needed 

• Discuss special safety considerations or situations 

   

70. Debrief your immediate staff at the end of the operational period to 
gather information. D-2   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

71. Brief FCO on results of debriefings. D-2   
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Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Participate in the preparation of incident plans. D-2   

• Strategic Plan 
• Functional plans 
• Demobilization Plan 
• Evacuation plan (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

73. Solicit input from your appropriate Section’s personnel during the 
plan development and provide them an opportunity to review the 
draft document. 

D-2 
  

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-2   

75. Hold personnel accountable for the execution of assigned tasks. D-2   

76. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-2   

77. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-2   

78. Request additional resources or release surplus resources. D-2   

79. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-2   

80. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-2   

81. Ensure that work completed is consistent with direction, policy, 
and incident objectives. D-2   

• FCO direction 
• FEMA policies 

   

82. Keep assigned personnel informed of changes. D-2   

83. Notify Resource Unit Leader of all resource status changes when 
they occur. D-2   
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Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-2   

85. Share critical information with state, tribal, and local officials. D-2   

86. Take early action to mitigate or resolve coordination issues. D-2   

87. Foster teamwork and emphasize a unified approach. D-2   

    
Behavior/Activity: Document in writing all significant decisions and facts relative to activities on the incident 

Competency: Communication-Written (C5); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Maintain a log documenting significant decisions relating to the 
incident (e.g., Activity Log [ICS 214] I   

89. Maintain a personnel log. I   

• Staff deployment and demobilization schedule 
• Rotations 
• Counseling recommendations and actions 
• Evaluation completion 

   

    
Behavior/Activity: Manage the development of plans and assist other organizational elements as requested 

Competency: Knowledge of Program & Technical Protocols (C15); Manage Development of Plans 
(C17); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

90. Supervise the development of the following. I   

• Advanced Operations Plan (AOP) 
• Incident functional plans (IFPs) 
• COOP 
• Transition Plan 
• Demobilization Plan 
• Strategic plan and timeline 
• Other IFPs as requested 

   



LOGISTICS SECTION CHIEF TYPE II (LSC2) 21 November 2011, Revised 

16 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

91. Assist other organization elements in developing IFPs as 
requested. I   

Behavior/Activity: Conduct an initial assessment of logistical requirements for the incident 

Competency: (Analysis/Reasoning (C2); Decision Making & Judgment (C7); Knowledge of Program & 
Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Determine and execute contracts and interagency agreements as 
required. D-2   

• Private sector (responder camps, fuel, dumpsters) 
• U.S. General Services Administration (GSA) 
• Defense Logistics Agency (DLA) 

   

93. Coordinate logistics support activities with state, local 
governments, other federal agencies, the private sector, and 
volunteer organizations. 

D-2 
  

94. Coordinate the necessary procurement actions to support response 
requirements (a core function of the section). D-2   

    
Behavior/Activity: Ensure the establishment of the JFO and associated incident facilities 

Competency: Implement Workplace Safety (C10); Knowledge of Program & Technical Protocols (C15); 
Management Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

95. Identify operational requirements based on meetings with the 
Command and General Staff. D-2   

96. Determine the logistical requirements necessary to meet the needs 
of the incident. D-2   

• Facilities 
• Equipment 
• Information systems 
• Communications 

   

97. Ensure the identification and acquisition of the JFO. D-2   

98. Ensure the identification, acquisition, and build-out of other 
incident facilities as required. D-2   

• Disaster Recovery Center (DRC) 
• Staging areas 
• Public Assistance (PA) Closeout Centers 

   

99. Coordinate and oversee the delivery and build-out of the incident 
facilities. D-2   
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• Desks 
• Partitions 
• JFO kits 
• Disaster Information Systems Clearinghouse (DISC) packs 

   

100. Coordinate the management of information systems networks 
(voice and data) at incident facilities. D-2   

101. Determine the transportation requirements for the mission and 
establish/acquire fleet vehicle and courier services. D-2   

    

Behavior/Activity: Serve as principal advisor on all logistics issues related to the incident 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

102. Recommend solutions to all resource challenges. D-2   

103. Provide guidance on logistical regulations and policy concerns. D-2   

    

Behavior/Activity: Ensure the proper financial management of the Logistics Section 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16); Manage 
Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

104. Ensure that the Finance/Admin Section is provided with budget 
projections for logistics operations. D-2   

105. Oversee the creation and implementation of funding documents to 
cover logistics operations. D-2   

106. Oversee the control, review, and proper disposition of all billing 
invoices. D-2   

107. Ensure that a Single Point Order Tracking (SPOT) system is 
implemented within the Logistics section. D-2   

108. Monitor Contracting Officer’s Technical Representative (COTR) 
and project officer activities to ensure compliance with applicable 
regulations. 

D-2 
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Behavior/Activity: Ensure proper asset management for the incident 

Competency: Leadership (C16); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

109. Ensure adherence to the FEMA/DHS property management 
regulations. D-2   

110. Ensure the implementation of the property management system of 
record. D-2   

111. Coordinate with the Operations Section to ensure that accountable 
property purchased for the incident by other federal agencies is 
recovered and entered into the system of record. 

D-2 
  

    

Behavior/Activity: Oversee the establishment and operation of the External Support Branch 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

112. Ensure the establishment of External Support Facilities Unit for the 
incident. D-2   

• DRCs 
• Area Field Offices (AFOs) 
• PA closeout centers 

   

113. Ensure the ordering of incident response resources (IRR). D-2    

• Shelf-stable meals 
• Water 
• Generators 

   

114. Ensure the support to Mass Care facilities for disaster survivors. D-2   

• Hygiene products 
• Infant supplies 
• Special needs equipment 

   

115. Ensure the establishment of camps and support services for 
disaster responders as required. D-2   

• Catering 
• Billeting 
• Laundry services 
• Showers 
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116. Ensure the establishment of staging areas as required to support the 
incident.  D-2   

117. Ensure the ordering and staging of temporary housing units to 
support the incident. D-2   

    

Behavior/Activity: Orchestrate and implement incident demobilization 

Competency: Knowledge of Program & Technical Protocols (C15); Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

118. Coordinate with the Operations and Planning Sections to assist in 
the development of the Demobilization Plan. D-2   

• Timelines 
• Staffing levels 
• Facilities closeout 

   

119. Coordinate with other federal agencies (OFAs) regarding special 
demobilization procedures. D-2   

120. Coordinate with the Logistics Management Directorate regarding 
the disposition of IRR and furniture, fixtures, and equipment 
(FFE). 

D-2 
  

121. Ensure the remediation of all facilities and sites per contractual 
agreements. D-2   

122. Conduct final walk-through for all facilities and sites and acquire 
signed release forms. D-2   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

123. Negotiate the time of transfer. I   

124. Provide for adequate overlap to ensure efficient transfer of duties. I   

125. Brief replacement on current situation. I   

126. Ensure that appropriate information is up-to-date. I   

127. Ensure that an effective transfer of duties is accomplished. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

128. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-2   

129. Ensure that closeout records are current, accurate, and complete. D-2   

• Chronology 
• Situation report 
• Demobilization Plan 

   

130. Oversee disposal of non-archived files and materials and shred 
sensitive data. I   

131. Transfer official files to the appropriate Region. I   

132. Maintain a chain of custody on all records and documents at 
closeout. I   

133. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-2   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

134. Obtain performance appraisal from supervisor. I   

135. Make return travel arrangements. I   

136. Prepare the final travel voucher. I   

137. Return equipment to the Accountable Property Office (APO). I   

138. Submit final timesheet, appraisal form, and travel voucher. I   

139. Check out with the Automated Deployment Database (ADD). I   

140. Report to the Training Unit upon completion of training 
assignment. I   

141. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

 Logistics Section Chief Type II (LSC2) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Logistics Section Chief Type II (LSC2) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Logistics Section Chief Type II (LSC2) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Logistics Section Chief Type III (LSC3) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed during the first 72 hours of 
the assignment in a personal go-kit. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain relevant situational information on your assignment. I   

• Resources currently assigned to your Section 
• Resources en route and/or ordered for your Section 
• Incident facilities, types, and location 
• Incident objectives 
• Governor’s guidance 
• State Emergency Management Agency guidance 
• Political issues and sensitivities 
• Staging areas, camps, area field offices, and other incident facilities 
• Information from other personnel responsible for your Section prior to 

your arrival, if applicable 
• Review FEMA/state agreement if approved 

   

10. Obtain initial direction from the immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 
• Current state and local priorities 

   

11. Identify issues and concerns of potential relevance to your 
assignment. I   
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12. Attend and participate in the initial IMAT meeting. I   

• Current incident status 
• Obtain immediate supervisor priorities and expectations for the IMAT 
• Review roles and responsibilities of IMAT members 
• Resource ordering procedures 
• Public information strategy 
• Planning, logistics, and finance/admin procedures 
• Jurisdictional limitations, concerns, and restrictions 
• Safety and security concerns 
• Special incident considerations 
• Obtain schedule for briefings and meetings 

   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS Forms. I   

14. Maintain appropriate span of control. I   

15. Use common terminology. I   

16. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

17. Provide for the safety, welfare, and accountability of your Sections 
personnel. D-3   

18. Recognize potentially hazardous situations. D-3   

19. Communicate potentially hazardous situations. D-3   

20. Use personal protective equipment (PPE) as issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster. D-3   
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24. Verify that special precautions are taken when hazards exist. D-3   

25. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-3   

26. Notify the Safety Officer of any accidents. D-3   

    

Behavior/Activity: Gather, update, and apply situational information relevant to the incident 

Competency: Analysis/Reasoning (C2); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Attend and facilitate initial team meeting with Federal 
Coordinating Officer (FCO) and Command and General Staff. I   

• Create agenda for initial team meeting 
• Current incident status 
• Obtain FCO/team leader priorities and expectations 
• Initial incident resource requirements 
• Review roles and responsibilities of team members 
• Ordering procedures 
• Public information strategy 
• Planning, logistics, and finance/admin agreements and procedures 
• Jurisdictional limitations, concerns, and restrictions 
• Safety and security concerns 
• Special incident considerations 
• Coordinate with Operations Section Chief (OSC) and FCO to set time 

frames for briefings, the incident action planning cycle, and planning 
and team meetings 

   

28. Collect information from other personnel responsible for the 
incident prior to your arrival. I   

• Status of incident and assigned resources 
• Current unit status 
• Information on incident facilities such as the Joint Field Office (JFO), 

staging areas, camps, area field offices, and other incident facilities 
• Critical infrastructure 
• Essential elements of information (EEI) 

   

29. Monitor and evaluate the current situation continuously. I   

• Notify the Operations Section Chief if information indicates that the 
IAP is not meeting incident objectives 

• Identify concerns and issues 
• Keep key incident management personnel informed 
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

31. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

32. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and FCO. I   

35. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

36. Keep Command and General Staff informed. D-3   

• Current information 
• Significant changes 
• Significant decision and actions 

   

37. Provide the Situation Unit Leader with your Section’s organization 
information for the situation report (Sitrep). D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

39. Provide subordinates with how their assignments support the 
overall management of the incident. D-3   

40. Establish work assignments and set priorities. D-3   

41. Take corrective action when problems arise. D-3   

42. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

43. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

44. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

45. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

46. Ensure all personnel time records are complete, accurate and 
submitted within established timeframes. D-3   

47. Prepare and discuss formal performance evaluations. D-3   
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48. Create a work environment that provides mutual respect and equal 
opportunity for Section personnel. D-3   

49. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

50. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

52. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

53. Cultivate professional relationships with coworkers and others to 
exchange information and work effectively. I   

54. Represent FEMA in a professional manner when working with 
internal and external parties. I   

55. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Ensure organizational structure and staffing are adequate to meet immediate supervisor’s 
direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Determine if organizational structure is appropriate. D-3   

• Size and complexity of the incident 
• Support needs of other functions 
• Coordination needs at the State level 
• Incident objectives and immediate supervisor direction 
• Emergency Support Functions (ESF) assigned 
• Coordination needs at the State and Local level 
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57. Ensure organizational structure is ICS compliant. D-3   

• Span of control 
• Unity of Command 
• Proper ICS positions 

   

58. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned. D-3   

• Location and status of assigned resources 
• Resource identifier, if assigned (i.e. Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

59. Check to ensure subordinates are qualified to perform in assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA Agency qualified 

   

60. Discuss findings and recommendations with the immediate 
supervisor as necessary. D-3   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs if applicable 

   

61. Make any organizational adjustments necessary. D-3   

62. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

63. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Anticipate the Section’s support to Operations for the next 
operational period. D-3   

65. Determine Section’s support capabilities based on anticipated 
needs. D-3   



21 November 2011, Revised LOGISTICS SECTION CHIEF TYPE III (LSC3) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 13 

66. Ensure your section’s participation in the Operations Tactics 
Meeting when the section’s support is required. D-3   

• Discuss with the OSC if section attendance is required 
• Identify additional section resources needed to support the next 

operational period plan 
• If shortfalls exist, communicate them to the OSC 

   

67. Attend the Command and General Staff planning meeting. D-3   

• Review the IAP 
• Recommend corrections/adjustments to the IAP 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

68. Attend scheduled briefings as required. D-3   

69. Brief your direct report staff on details of the section’s support to 
the IAP following the Operations briefing. D-3   

• Remind direct report staff that all supervisory personnel need to be 
briefed 

• Ensure that assignments are clear and provide additional information 
needed 

• Discuss special safety considerations or situations 

   

70. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

71. Brief the FCO on the results of debriefings. D-3   
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Behavior/Activity: Ensure section participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Participate in the preparation of incident plans. D-3   

• Strategic Plan 
• Functional plans 
• Demobilization Plan 
• Evacuation plan (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

73. Solicit input from your appropriate Section’s personnel during the 
plan development and provide them an opportunity to review the 
draft document. 

D-3 
  

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

75. Hold personnel accountable for the execution of assigned tasks. D-3   

76. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

77. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

78. Request additional resources or release surplus resources. D-3   

79. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

80. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

81. Ensure that work completed is consistent with direction, policy, 
and incident objectives. D-3   

• FCO direction 
• FEMA policies 

   

82. Keep assigned personnel informed of changes. D-3   

83. Notify Resource Unit Leader of all resource status changes when 
they occur. D-3   
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Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

85. Share critical information with state, tribal, and local officials. D-3   

86. Take early action to mitigate or resolve coordination issues. D-3   

87. Foster teamwork and emphasize a unified approach. D-3   

    
Behavior/Activity: Document in writing all significant decisions and facts relative to activities on the incident 

Competency: Communication-Written (C5); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Maintain a log documenting significant decisions relating to the 
incident (e.g., Activity Log [ICS 214]). I   

89. Maintain a personnel log. I   

• Staff deployment and demobilization schedule 
• Rotations 
• Counseling recommendations and actions 
• Evaluation completion 

   

    
Behavior/Activity: Manage the development of plans and assist other organizational elements as requested 

Competency: Knowledge of Program & Technical Protocols (C15); Manage Development of Plans 
(C17); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

90. Supervise the development of the following: I   

• Advanced Operations Plan (AOP) 
• Incident functional plans (IFPs) 
• COOP 
• Transition Plan 
• Demobilization Plan 
• Strategic plan and timeline 
• Other IFPs as requested 

   

91. Assist other organization elements in developing IFPs as I   
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requested. 

Behavior/Activity: Conduct an initial assessment of logistical requirements for the incident 

Competency: Analysis/Reasoning (C2); Decision Making & Judgment (C7); Knowledge of Program & 
Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Determine and execute contracts and interagency agreements as 
required. D-3   

• Private sector (responder camps, fuel, dumpsters) 
• U.S. General Services Administration (GSA) 
• Defense Logistics Agency (DLA) 

   

93. Coordinate logistics support activities with state, local 
governments, other federal agencies, the private sector, and 
volunteer organizations. 

D-3 
  

94. Coordinate the necessary procurement actions to support response 
requirements (a core function of the section). D-3   

    
Behavior/Activity: Ensure the establishment of the JFO and associated incident facilities 

Competency: Implement Workplace Safety (C10); Knowledge of Program & Technical Protocols (C15); 
Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

95. Identify operational requirements based on meetings with the 
Command and General Staff. D-3   

96. Determine the logistical requirements necessary to meet the needs 
of the incident. D-3   

• Facilities 
• Equipment 
• Information systems 
• Communications 

   

97. Ensure the identification and acquisition of the JFO. D-3   

98. Ensure the identification, acquisition, and build-out of other 
incident facilities as required. D-3   

• Disaster Recovery Center (DRC) 
• Staging areas 
• Public Assistance (PA) Closeout Centers 

   

99. Coordinate and oversee the delivery and build-out of the incident 
facilities. D-3   

• Desks    
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• Partitions 
• JFO kits 
• Disaster Information Systems Clearinghouse (DISC) packs 

100. Coordinate the management of information systems networks 
(voice and data) at incident facilities. D-3   

101. Determine the transportation requirements for the mission and 
establish/acquire fleet vehicle and courier services. D-3   

    

Behavior/Activity: Serve as principal advisor on all logistics issues related to the incident 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

102. Recommend solutions to all resource challenges. D-3   

103. Provide guidance on logistical regulations and policy concerns. D-3   

    

Behavior/Activity: Ensure the proper financial management of the Logistics Section 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16); Manage 
Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

104. Ensure that the Finance/Admin Section is provided with budget 
projections for logistics operations. D-3   

105. Oversee the creation and implementation of funding documents to 
cover logistics operations. D-3   

106. Oversee the control, review, and proper disposition of all billing 
invoices. D-3   

107. Ensure that a Single Point Order Tracking (SPOT) system is 
implemented within the Logistics section. D-3   

108. Monitor Contracting Officer’s Technical Representative (COTR) 
and project officer activities to ensure compliance with applicable 
regulations. 

D-3 
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Behavior/Activity: Ensure proper asset management for the incident 

Competency: Leadership (C16); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

109. Ensure adherence to the FEMA/DHS property management 
regulations. D-3   

110. Ensure the implementation of the property management system of 
record. D-3   

    

Behavior/Activity: Orchestrate and implement incident demobilization 

Competency: Knowledge of Program & Technical Protocols (C15); Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

111. Coordinate with the Operations and Planning Sections to assist in 
the development of the Demobilization Plan. D-3   

• Timelines 
• Staffing levels 
• Facilities closeout 

   

112. Coordinate with the Logistics Management Directorate regarding 
the disposition of incident response resources (IRR) and furniture, 
fixtures, and equipment (FFE). 

D-3 
  

113. Ensure the remediation of all facilities and sites per contractual 
agreements. D-3   

114. Conduct final walk-through for all facilities and sites and acquire 
signed release forms. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

115. Negotiate the time of transfer. I   

116. Provide for adequate overlap to ensure efficient transfer of duties. I   

117. Brief replacement on current situation. I   
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118. Ensure that appropriate information is up-to-date. I   

119. Ensure that an effective transfer of duties is accomplished. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

120. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

121. Ensure that closeout records are current, accurate, and complete. D-3   

• Chronology 
• Situation report 
• Demobilization Plan 

   

122. Oversee disposal of non-archived files and materials and shred 
sensitive data. I   

123. Transfer official files to the appropriate Region. I   

124. Maintain a chain of custody on all records and documents at 
closeout. I   

125. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

126. Obtain performance appraisal from supervisor. I   

127. Make return travel arrangements. I   

128. Prepare the final travel voucher. I   

129. Return equipment to the Accountable Property Office (APO). I   

130. Submit final timesheet, appraisal form, and travel voucher. I   

131. Check out with the Automated Deployment Database (ADD). I   

132. Report to the Training Unit upon completion of training 
assignment. I   

133. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Logistics Section Chief Type III (LSC3) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 



21 November 2011, Revised LOGISTICS SECTION CHIEF TYPE III (LSC3) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 23 

Evaluation Record 

 
TRAINEE NAME 

Logistics Section Chief Type III (LSC3) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Logistics Section Chief Type III (LSC3) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Service Branch Director Type I (LVB1) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS forms. I   

13. Maintain appropriate span of control. I   

14. Use common terminology. I   

15. Maintain unity of command. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, welfare, and accountability of all branch 
personnel. D-1   

17. Recognize potentially hazardous situations. D-1   

18. Communicate potentially hazardous situations. D-1   

19. Use personal protective equipment (PPE) as issued. D-1   

20. Safeguard property and equipment. D-1   

21. Provide current information for the call-down roster. D-1   

22. Maintain the integrity of the call-down roster. D-1   

23. Verify that special precautions are taken when hazards exist. D-1   

24. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-1   

25. Notify the Safety Officer of any accidents. D-1   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Determine if organizational structure is appropriate. D-1   

• Incident objectives and immediate supervisor direction 
• Emergency Support Functions (ESFs) assigned 
• Coordination needs at the state and local level 

   

27. Ensure that the organizational structure is ICS compliant. D-1   

• Span of control 
• Unity of command 
• Proper ICS positions 
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28. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned. D-1   

• Location and status of assigned resources 
• Resource identifier, if assigned (e.g., Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

29. Check to ensure that subordinates are qualified to perform assigned 
positions. D-1   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

30. Discuss findings and recommendations with the immediate 
supervisor as necessary. D-1   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs, if applicable 

   

31. Make any necessary organizational adjustments. D-1   

32. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-1   

33. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-1   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

35. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 
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36. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

37. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

38. Share current information with co-workers and immediate 
supervisor. I   

39. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

40. Keep Command and General Staff informed. D-1   

• Current information 
• Significant changes 
• Significant decision and actions 

   

41. Provide the Situation Unit Leader with branch information for the 
situation report (Sitrep). D-1   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Attend scheduled briefings as required. D-1   

43. Brief direct report staff on the details of the branch’s support to the 
IAP following the Operations briefing. D-1   

• Remind direct report staff that all supervisory personnel need to be 
briefed 

• Ensure assignments are clear and provide additional information 
needed 

• Discuss special safety considerations or situations 

   



SERVICE BRANCH DIRECTOR TYPE I (LVB1) 21 November 2011, Revised 

10 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

44. Debrief your immediate staff at the end of the operational period to 
gather information. D-1   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

45. Brief immediate supervisor on results of debriefings. D-1   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-1   

47. Hold personnel accountable for the execution of assigned tasks. D-1   

48. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-1   

49. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-1   

50. Request additional resources or release surplus resources. D-1   

51. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-1   

52. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-1   

53. Ensure that the work completed is consistent with direction, policy, 
and incident objectives. D-1   

• Immediate supervisor’s direction 
• FEMA policies 

   

54. Keep assigned personnel informed of changes. D-1   

55. Notify Resource Unit Leader of all resource status changes when 
they occur. D-1   
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Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Participate in the preparation of incident plans. D-1   

• Strategic Plan 
• Functional plans 
• Demobilization Plan 
• Evacuation Plan (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

57. Solicit input from appropriate branch personnel during the plan 
development and provide them an opportunity to review the draft 
document. 

D-1 
  

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

58. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

59. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

60. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. I   

61. Represent FEMA in a professional manner when working with 
internal and external parties. I   

62. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Exhibit principles of duty, integrity, and respect. D-1   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

64. Show subordinates how their assignments support the overall 
management of the incident. D-1   

65. Establish work assignments and set priorities. D-1   

66. Take corrective action when problems arise. D-1   

67. Establish and communicate basic work guidelines. D-1   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

68. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-1   

69. Provide continuous feedback on performance. D-1   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

70. Ensure that personnel receive needed training and coaching. D-1   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

71. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-1   

72. Prepare and discuss formal performance evaluations. D-1   



21 November 2011, Revised SERVICE BRANCH DIRECTOR TYPE I (LVB1) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 13 

73. Create a work environment that provides mutual respect and equal 
opportunity for branch personnel. D-1   

74. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-1   

75. Monitor employee performance to assess the need for possible rest 
or rotation. D-1   

    
Behavior/Activity: Oversee the setup of the Joint Field Office (JFO) 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16); Manage 
Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Ensure that JFO facilities requirements are identified. D-1   

• Safety 
• Security 
• Usable space 
• Adequate parking 
• Storage 
• Loading docks 

   

77. Ensure that JFO communications requirements are identified. D-1   

• Appropriate bandwidth 
• Network infrastructure 

   

78. Assist in the identification and selection of the site location. D-1   

79. Ensure the acquisition of the facility and services. D-1   

• Lease 
• Utilities 
• Copiers 
• Custodial services 
• Maintenance 

   

80. Oversee the facilities build-out at the JFO. D-1   

    
Behavior/Activity: Oversee the establishment of the customer service function for the Service Branch 

Competency: Customer Focus (C6); Knowledge of Program & Technical Protocols (C15); Leadership 
(C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Ensure the establishment of the facility help desk function. D-1   
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82. Ensure the establishment of the Information Technology (IT) help 
desk function. D-1   

83. Ensure that customer service requests are addressed in a timely 
manner. D-1   

• Remedy system 
• Individual inputs 

   

    

Behavior/Activity: Coordinate the closeout of the JFO 

Competency: Knowledge of Program & Technical Protocols (C15); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Coordinate with the Logistics Section Chief to establish a 
demobilization timeline for the JFO. D-1   

85. Ensure the proper closeout of the facilities lease. D-1   

86. Ensure the proper closeout of contracts. D-1   

• Custodial 
• Copiers 
• Utilities 

   

87. Ensure that FEMA furniture, fixtures, and equipment are 
recovered, staged, and loaded for transport. D-1   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Negotiate the time of transfer. I   

89. Provide for adequate overlap to ensure efficient transfer of duties. I   

90. Brief replacement on current situation. I   

91. Ensure that appropriate information is up-to-date. I   

92. Ensure that an effective transfer of duties is accomplished. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

93. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-1   

94. Ensure that closeout records are current, accurate, and complete. D-1   

95. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-1   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

96. Obtain performance appraisal from supervisor. I   

97. Make return travel arrangements. I   

98. Prepare the final travel voucher. I   

99. Return equipment to the Accountable Property Office (APO). I   

100. Submit final timesheet, appraisal form, and travel voucher. I   

101. Check out with the Automated Deployment Database (ADD). I   

102. Report to the Training Unit upon completion of training 
assignment. I   

103. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

 Service Branch Director Type I (LVB1) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Service Branch Director Type I (LVB1) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Service Branch Director Type I (LVB1) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Service Branch Director Type II (LVB2) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS forms. I   

13. Maintain appropriate span of control. I   

14. Use common terminology. I   

15. Maintain unity of command. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, welfare, and accountability of all branch 
personnel. D-2   

17. Recognize potentially hazardous situations. D-2   

18. Communicate potentially hazardous situations. D-2   

19. Use personal protective equipment (PPE) as issued. D-2   

20. Safeguard property and equipment. D-2   

21. Provide current information for the call-down roster. D-2   

22. Maintain the integrity of the call-down roster. D-2   

23. Verify that special precautions are taken when hazards exist. D-2   

24. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-2   

25. Notify the Safety Officer of any accidents. D-2   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Determine if organizational structure is appropriate. D-2   

• Incident objectives and immediate supervisor direction 
• Emergency Support Functions (ESFs) assigned 
• Coordination needs at the state and local level 

   

27. Ensure that the organizational structure is ICS compliant. D-2   

• Span of control 
• Unity of command 
• Proper ICS positions 
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28. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned. D-2   

• Location and status of assigned resources 
• Resource identifier, if assigned (e.g., Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

29. Check to ensure that subordinates are qualified to perform assigned 
positions. D-2   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

30. Discuss findings and recommendations with the immediate 
supervisor as necessary. D-2   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs, if applicable 

   

31. Make any necessary organizational adjustments. D-2   

32. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-2   

33. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-2   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

35. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 
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36. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

37. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

38. Share current information with co-workers and immediate 
supervisor. I   

39. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

40. Keep Command and General Staff informed. D-2   

• Current information 
• Significant changes 
• Significant decision and actions 

   

41. Provide the Situation Unit Leader with branch information for the 
situation report (Sitrep). D-2   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Attend scheduled briefings as required. D-2   

43. Brief direct report staff on the details of the branch’s support to the 
IAP following the Operations briefing. D-2   

• Remind direct report staff that all supervisory personnel need to be 
briefed 

• Ensure assignments are clear and provide additional information 
needed 

• Discuss special safety considerations or situations 
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44. Debrief your immediate staff at the end of the operational period to 
gather information. D-2   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

45. Brief immediate supervisor on results of debriefings. D-2   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-2   

47. Hold personnel accountable for the execution of assigned tasks. D-2   

48. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-2   

49. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-2   

50. Request additional resources or release surplus resources. D-2   

51. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-2   

52. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-2   

53. Ensure that the work completed is consistent with direction, policy, 
and incident objectives. D-2   

• Immediate supervisor’s direction 
• FEMA policies 

   

54. Keep assigned personnel informed of changes. D-2   

55. Notify Resource Unit Leader of all resource status changes when 
they occur. D-2   

  



21 November 2011, Revised SERVICE BRANCH DIRECTOR TYPE II (LVB2) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 11 

Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Participate in the preparation of incident plans. D-2   

• Strategic Plan 
• Functional plans 
• Demobilization Plan 
• Evacuation Plan (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

57. Solicit input from appropriate branch personnel during the plan 
development and provide them an opportunity to review the draft 
document. 

D-2 
  

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

58. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

59. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

60. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. I   

61. Represent FEMA in a professional manner when working with 
internal and external parties. I   

62. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Exhibit principles of duty, integrity, and respect. D-2   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

64. Show subordinates how their assignments support the overall 
management of the incident. D-2   

65. Establish work assignments and set priorities. D-2   

66. Take corrective action when problems arise. D-2   

67. Establish and communicate basic work guidelines. D-2   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

68. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-2   

69. Provide continuous feedback on performance. D-2   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

70. Ensure that personnel receive needed training and coaching. D-2   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

71. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-2   

72. Prepare and discuss formal performance evaluations. D-2   
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73. Create a work environment that provides mutual respect and equal 
opportunity for branch personnel. D-2   

74. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-2   

75. Monitor employee performance to assess the need for possible rest 
or rotation. D-2   

    
Behavior/Activity: Oversee the setup of the Joint Field Office (JFO) 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16); Manage 
Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Ensure that JFO facilities requirements are identified. D-2   

• Safety 
• Security 
• Usable space 
• Adequate parking 
• Storage 
• Loading docks 

   

77. Ensure that JFO communications requirements are identified. D-2   

• Appropriate bandwidth 
• Network infrastructure 

   

78. Assist in the identification and selection of the site location. D-2   

79. Ensure the acquisition of the facility and services. D-2   

• Lease 
• Utilities 
• Copiers 
• Custodial services 
• Maintenance 

   

80. Oversee the facilities build-out at the JFO. D-2   

    
Behavior/Activity: Oversee the establishment of the customer service function for the Service Branch 

Competency: Customer Focus (C6); Knowledge of Program & Technical Protocols (C15); Leadership 
(C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Ensure the establishment of the facility help desk function. D-2   
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82. Ensure the establishment of the Information Technology (IT) help 
desk function. D-2   

83. Ensure that customer service requests are addressed in a timely 
manner. D-2   

• Remedy system 
• Individual inputs 

   

    

Behavior/Activity: Coordinate the closeout of the JFO 

Competency: Knowledge of Program & Technical Protocols (C15); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Coordinate with the Logistics Section Chief to establish a 
demobilization timeline for the JFO. D-2   

85. Ensure the proper closeout of the facilities lease. D-2   

86. Ensure the proper closeout of contracts. D-2   

• Custodial 
• Copiers 
• Utilities 

   

87. Ensure that FEMA furniture, fixtures, and equipment are 
recovered, staged, and loaded for transport. D-2   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Negotiate the time of transfer. I   

89. Provide for adequate overlap to ensure efficient transfer of duties. I   

90. Brief replacement on current situation. I   

91. Ensure that appropriate information is up-to-date. I   

92. Ensure that an effective transfer of duties is accomplished. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

93. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-2   

94. Ensure that closeout records are current, accurate, and complete. D-2   

95. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-2   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

96. Obtain performance appraisal from supervisor. I   

97. Make return travel arrangements. I   

98. Prepare the final travel voucher. I   

99. Return equipment to the Accountable Property Office (APO). I   

100. Submit final timesheet, appraisal form, and travel voucher. I   

101. Check out with the Automated Deployment Database (ADD). I   

102. Report to the Training Unit upon completion of training 
assignment. I   

103. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 

  



SERVICE BRANCH DIRECTOR TYPE II (LVB2) 21 November 2011, Revised 

18 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Evaluation Record 

 
TRAINEE NAME 

 Service Branch Director Type II (LVB2) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Service Branch Director Type II (LVB2) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Service Branch Director Type II (LVB2) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

External Support Branch Director Type I (LXB1) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 



21 November 2011, Revised EXTERNAL SUPPORT BRANCH DIRECTOR TYPE I (LXB1) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 5 

Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS forms. I   

12. Maintain appropriate span of control. I   

13. Use common terminology. I   

14. Maintain unity of command. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Provide for the safety, welfare, and accountability of all branch 
personnel. D-1   

16. Recognize potentially hazardous situations. D-1   

17. Communicate potentially hazardous situations. D-1   

18. Use personal protective equipment (PPE) as issued. D-1   

19. Safeguard property and equipment. D-1   

20. Provide current information for the call-down roster. D-1   

21. Maintain the integrity of the call-down roster. D-1   

22. Verify that special precautions are taken when hazards exist. D-1   

23. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-1   

24. Notify the Safety Officer of any accidents. D-1   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if organizational structure is appropriate. D-1   

• Incident objectives and immediate supervisor direction 
• Emergency Support Functions (ESFs) assigned 
• Coordination needs at the state and local level 

   

26. Ensure that the organizational structure is ICS compliant. D-1   

• Span of control 
• Unity of command 
• Proper ICS positions 
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27. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned. D-1   

• Location and status of assigned resources 
• Resource identifier, if assigned (e.g., Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

28. Check to ensure that subordinates are qualified to perform assigned 
positions. D-1   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

29. Discuss findings and recommendations with the immediate 
supervisor as necessary. D-1   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs, if applicable 

   

30. Make any necessary organizational adjustments. D-1   

31. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-1   

32. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-1   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

34. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 
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35. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

36. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

37. Share current information with co-workers and immediate 
supervisor. I   

38. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

39. Keep Command and General Staff informed. D-1   

• Current information 
• Significant changes 
• Significant decision and actions 

   

40. Provide the Situation Unit Leader with branch information for the 
situation report (Sitrep). D-1   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Attend scheduled briefings as required. D-1   

42. Brief direct report staff on the details of the branch’s support to the 
IAP following the Operations briefing. D-1   

• Remind direct report staff that all supervisory personnel need to be 
briefed 

• Ensure assignments are clear and provide additional information 
needed 

• Discuss special safety considerations or situations 
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43. Debrief your immediate staff at the end of the operational period to 
gather information. D-1   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

44. Brief immediate supervisor on results of debriefings. D-1   

    
Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-1   

46. Hold personnel accountable for the execution of assigned tasks. D-1   

47. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-1   

48. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-1   

49. Request additional resources or release surplus resources. D-1   

50. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-1   

51. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-1   

52. Ensure that the work completed is consistent with direction, policy, 
and incident objectives. D-1   

• Immediate supervisor’s direction 
• FEMA policies 

   

53. Keep assigned personnel informed of changes. D-1   

54. Notify Resource Unit Leader of all resource status changes when 
they occur. D-1   
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Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Participate in the preparation of incident plans. D-1   

• Strategic Plan 
• Functional plans 
• Demobilization Plan 
• Evacuation Plan (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

56. Solicit input from appropriate branch personnel during the plan 
development and provide them an opportunity to review the draft 
document. 

D-1 
  

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

58. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

59. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. I   

60. Represent FEMA in a professional manner when working with 
internal and external parties. I   

61. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Establish work assignments and set priorities. D-1   

63. Exhibit principles of duty, integrity, and respect. D-1   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

64. Show subordinates how their assignments support the overall 
management of the incident. D-1   

65. Take corrective action when problems arise. D-1   

66. Establish and communicate basic work guidelines. D-1   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

67. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-1   

68. Provide continuous feedback on performance. D-1   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

69. Ensure that personnel receive needed training and coaching. D-1   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

70. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-1   

71. Prepare and discuss formal performance evaluations. D-1   
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72. Create a work environment that provides mutual respect and equal 
opportunity for branch personnel. D-1   

73. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-1   

74. Monitor employee performance to assess the need for possible rest 
or rotation. D-1   

75. Write performance appraisals and discuss the results with direct 
report staff. D-1   

    

Behavior/Activity: Oversee Staging Area Unit functions 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Determine initial staging requirements to support the incident 
objectives in coordination with section chiefs, branch directors, 
and state partners. 

D-1 
  

77. Assess and adjust staging strategies to support the incident 
objectives in coordination with the section chiefs, branch directors, 
and state partners. 

D-1 
  

78. Coordinate and collaborate with the section chiefs, branch 
directors, and state partners to cross-level resources based on 
incident priorities. 

D-1 
  

79. Work with Operations to project the state’s requirements and 
adjust accordingly. D-1   

    

Behavior/Activity: Oversee External Facilities Unit functions 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

80. Determine external facility requirements to support the incident 
objectives in coordination with section chiefs, branch directors, 
and state partners. 

D-1 
  

81. Assess and adjust facility strategies to support the incident 
objectives in coordination with section chiefs, branch directors, 
and state partners. 

D-1 
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82. Establish and communicate priorities to assigned personnel to 
accomplish objectives and desired outcomes in a rapidly changing 
environment. 

D-1 
  

    

Behavior/Activity: Oversee Mass Care Unit function 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

83. Ensure that the required logistics support is being provided to 
Operations, ESF-6, and voluntary agencies. D-1   

• Shelter support 
• Field kitchen support 
• Transportation support 
• Generators 

   

    

Behavior/Activity: Oversee Camp Unit function 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Determine responder support camp requirements to support the 
incident objectives in coordination with section chiefs, branch 
directors, and state partners. 

D-1 
  

85. Assess and adjust responder support camp strategies to support the 
incident objectives in coordination with section chiefs, branch 
directors, and the Logistics Management Center at the National 
Response Coordination Center (NRCC). 

D-1 
  

    

Behavior/Activity: Oversee Temporary Housing Unit function 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

86. Determine initial temporary housing staging requirements to 
support the housing plan. D-1   

87. Coordinate and collaborate with Individual Assistance to react to 
the changing housing mission. D-1   
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Behavior/Activity: Collect, analyze, and apply situational information to develop and coordinate Branch 
demobilization 

Competency: Analysis/Reasoning (C2); Knowledge of Program & Technical Protocols (C15); 
Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Coordinate with the section chiefs, branch directors, and state 
partners to assist in the development of the Demobilization Plan. D-1   

• Timelines 
• Staffing levels 
• Facilities closeout 

   

89. Coordinate with ESFs regarding special demobilization 
procedures. D-1   

• ESF-6 
• ESF-8 
• ESF-3 

   

90. Coordinate with the Logistics Management Center (NRCC) 
regarding the disposition of incident response resources (IRR) and 
furniture, fixtures, and equipment (FFE), and responder support 
camps. 

D-1 
  

91. Ensure the remediation of all facilities and sites per contractual 
agreements. D-1   

92. Conduct final walk-through for all facilities and sites and acquire 
signed release forms. D-1   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

93. Negotiate the time of transfer. I   

94. Provide for adequate overlap to ensure efficient transfer of duties. I   

95. Brief replacement on current situation. I   

96. Ensure that appropriate information is up-to-date. I   

97. Ensure that an effective transfer of duties is accomplished. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

98. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-1   

99. Ensure that closeout records are current, accurate, and complete. D-1   

100. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-1   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

101. Obtain performance appraisal from supervisor. I   

102. Make return travel arrangements. I   

103. Prepare the final travel voucher. I   

104. Return equipment to the Accountable Property Office (APO). I   

105. Submit final timesheet, appraisal form, and travel voucher. I   

106. Check out with the Automated Deployment Database (ADD). I   

107. Report to the Training Unit upon completion of training 
assignment. I   

108. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

External Support Branch Director Type I (LXB1) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

External Support Branch Director Type I (LXB1) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

External Support Branch Director Type I (LXB1) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

External Support Branch Director Type II (LXB2) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

Then Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

10. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS forms. I   

12. Maintain appropriate span of control. I   

13. Use common terminology. I   

14. Maintain unity of command. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Provide for the safety, welfare, and accountability of all branch 
personnel. D-1   

16. Recognize potentially hazardous situations. D-1   

17. Communicate potentially hazardous situations. D-1   

18. Use personal protective equipment (PPE) as issued. D-1   

19. Safeguard property and equipment. D-1   

20. Provide current information for the call-down roster. D-1   

21. Maintain the integrity of the call-down roster. D-1   

22. Verify that special precautions are taken when hazards exist. D-1   

23. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-1   

24. Notify the Safety Officer of any accidents. D-1   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if organizational structure is appropriate. D-1   

• Incident objectives and immediate supervisor direction 
• Emergency Support Functions (ESFs) assigned 
• Coordination needs at the state and local level 

   

26. Ensure that the organizational structure is ICS compliant. D-1   

• Span of control 
• Unity of command 
• Proper ICS positions 
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27. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned. D-1   

• Location and status of assigned resources 
• Resource identifier, if assigned (e.g., Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

28. Check to ensure that subordinates are qualified to perform assigned 
positions. D-1   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

29. Discuss findings and recommendations with the immediate 
supervisor as necessary. D-1   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs, if applicable 

   

30. Make any necessary organizational adjustments. D-1   

31. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-1   

32. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-1   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

34. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 
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35. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

36. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

37. Share current information with co-workers and immediate 
supervisor. I   

38. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

39. Keep Command and General Staff informed. D-1   

• Current information 
• Significant changes 
• Significant decision and actions 

   

40. Provide the Situation Unit Leader with branch information for the 
situation report (Sitrep). D-1   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Attend scheduled briefings as required. D-1   

42. Brief direct report staff on the details of the branch’s support to the 
IAP following the Operations briefing. D-1   

• Remind direct report staff that all supervisory personnel need to be 
briefed 

• Ensure assignments are clear and provide additional information 
needed 

• Discuss special safety considerations or situations 
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43. Debrief your immediate staff at the end of the operational period to 
gather information. D-1   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

44. Brief immediate supervisor on results of debriefings. D-1   

    
Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-1   

46. Hold personnel accountable for the execution of assigned tasks. D-1   

47. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-1   

48. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-1   

49. Request additional resources or release surplus resources. D-1   

50. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-1   

51. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-1   

52. Ensure that the work completed is consistent with direction, policy, 
and incident objectives. D-1   

• Immediate supervisor’s direction 
• FEMA policies 

   

53. Keep assigned personnel informed of changes. D-1   

54. Notify Resource Unit Leader of all resource status changes when 
they occur. D-1   
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Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Participate in the preparation of incident plans. D-1   

• Strategic Plan 
• Functional plans 
• Demobilization Plan 
• Evacuation Plan (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

56. Solicit input from appropriate branch personnel during the plan 
development and provide them an opportunity to review the draft 
document. 

D-1 
  

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

58. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

59. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. I   

60. Represent FEMA in a professional manner when working with 
internal and external parties. I   

61. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Exhibit principles of duty, integrity, and respect. D-1   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

63. Show subordinates how their assignments support the overall 
management of the incident. D-1   

64. Establish work assignments and set priorities. D-1   

65. Take corrective action when problems arise. D-1   

66. Establish and communicate basic work guidelines. D-1   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

67. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-1   

68. Provide continuous feedback on performance. D-1   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

69. Ensure that personnel receive needed training and coaching. D-1   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

70. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-1   

71. Prepare and discuss formal performance evaluations. D-1   
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72. Create a work environment that provides mutual respect and equal 
opportunity for branch personnel. D-1   

73. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-1   

74. Monitor employee performance to assess the need for possible rest 
or rotation. D-1   

75. Write performance appraisals and discuss the results with direct 
report staff. D-1   

    

Behavior/Activity: Oversee Staging Area Unit functions 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Determine initial staging requirements to support the incident 
objectives in coordination with section chiefs, branch directors, 
and state partners. 

D-2 
  

77. Assess and adjust staging strategies to support the incident 
objectives in coordination with the section chiefs, branch directors, 
and state partners. 

D-2 
  

78. Coordinate and collaborate with the section chiefs, branch 
directors, and state partners to cross-level resources based on 
incident priorities. 

D-2 
  

79. Work with Operations to project the state’s requirements and 
adjust accordingly. D-2   

    

Behavior/Activity: Oversee External Facilities Unit functions 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

80. Determine external facility requirements to support the incident 
objectives in coordination with section chiefs, branch directors, 
and state partners. 

D-2 
  

81. Assess and adjust facility strategies to support the incident 
objectives in coordination with section chiefs, branch directors, 
and state partners. 

D-2 
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82. Establish and communicate priorities to assigned personnel to 
accomplish objectives and desired outcomes in a rapidly changing 
environment. 

D-2 
  

    

Behavior/Activity: Oversee Mass Care Unit function 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

83. Ensure that the required logistics support is being provided to 
Operations, ESF-6, and voluntary agencies. D-2   

• Shelter support 
• Field kitchen support 
• Transportation support 
• Generators 

   

    

Behavior/Activity: Oversee Camp Unit function 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Determine responder support camp requirements to support the 
incident objectives in coordination with section chiefs, branch 
directors, and state partners. 

D-2 
  

85. Assess and adjust responder support camp strategies to support the 
incident objectives in coordination with section chiefs, branch 
directors, and Logistics Management Center at the National 
Response Coordination Center (NRCC). 

D-2 
  

    

Behavior/Activity: Oversee Temporary Housing Unit function 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

86. Determine initial temporary housing staging requirements to 
support the housing plan. D-2   

87. Coordinate and collaborate with Individual Assistance to react to 
the changing housing mission. D-2   
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Behavior/Activity: Collect, analyze, and apply situational information to develop and coordinate Branch 
demobilization 

Competency: Analysis/Reasoning (C2); Knowledge of Program & Technical Protocols (C15); 
Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Coordinate with the section chiefs, branch directors, and state 
partners to assist in the development of the Demobilization Plan. D-2   

• Timelines 
• Staffing levels 
• Facilities closeout 

   

89. Coordinate with ESFs regarding special demobilization 
procedures. D-2   

• ESF-6 
• ESF-8 
• ESF-3 

   

90. Coordinate with the Logistics Management Center (NRCC) 
regarding the disposition of incident response resources (IRR) and 
furniture, fixtures, and equipment (FFE) and responder support 
camps. 

D-2 
  

91. Ensure the remediation of all facilities and sites per contractual 
agreements. D-2   

92. Conduct final walk-through for all facilities and sites and acquire 
signed release forms. D-2   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

93. Negotiate the time of transfer. I   

94. Provide for adequate overlap to ensure efficient transfer of duties. I   

95. Brief replacement on current situation. I   

96. Ensure that appropriate information is up-to-date. I   

97. Ensure that an effective transfer of duties is accomplished. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

98. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-1   

99. Ensure that closeout records are current, accurate, and complete. D-1   

100. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-1   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

101. Obtain performance appraisal from supervisor. I   

102. Make return travel arrangements. I   

103. Prepare the final travel voucher. I   

104. Return equipment to the Accountable Property Office (APO). I   

105. Submit final timesheet, appraisal form, and travel voucher. I   

106. Check out with the Automated Deployment Database (ADD). I   

107. Report to the Training Unit upon completion of training 
assignment. I   

108. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

External Support Branch Director Type II (LXB2) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

External Support Branch Director Type II (LXB2) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

External Support Branch Director Type II (LXB2) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Logistics Systems Manager (LYMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 



21 November 2011, Revised LOGISTICS SYSTEMS MANAGER (LYMG) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 5 

Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any organizational adjustments if necessary. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   

35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    
Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
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39. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Put each subordinate’s assignments in the context of the bigger 
picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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61. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Manage the setup of FEMA-approved automated logistics systems 

Competency: Knowledge of Program & Technical Protocols (C15); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Make required requests to approving authority. I   

• System access rights 
• Site code 
• New item identifiers 
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Behavior/Activity: Ensure that the automated process is in accordance with established procedures 

Competency: Attention to Detail (C3); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

68. Review subordinates’ data entry. I   

• Complete 
• Accurate 
• Timely 

   

69. Coach subordinates on the recognition and resolution of system 
conflicts. D.3   

70. Ensure that all system processes are complete. I   

• Maintenance of archive file 
• Order closeout 

   

71. Supervise the use of FEMA-approved automated systems. I   

• Tracking 
• Ordering 
• Shipping 
• Receiving 
• Requesting  

   

    

Behavior/Activity: Ensure that the reporting function supports the incident 

Competency: Knowledge of Program & Technical Protocols (C15); Manage & Organize Information 
(C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Generate applicable reports. I   

73. Analyze the accuracy and applicability of the reports generated. D.3   

74. Direct staff to generate reports. I   

75. Familiarize staff on techniques and approaches used in creating 
accurate and applicable reports. D.3   

• Clear articulation of the parameters 
• Clarification of time requirements 
• Query crafting 
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76. Identify reporting discrepancies. D.3   

• Inaccurate data 
• Inadequate data 
• Conflicting data 
• Inconsistencies with partners 

   

77. Initiate corrective actions. D.3   

• Report to immediate supervisor 
• Adjust system data 
• Direct subordinates to take appropriate action 

   

    

Behavior/Activity: Manage the shutdown of FEMA-approved automated logistics systems 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

78. Make required requests to approving authority. I   

• Remove system access rights 
• Close the site code 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Negotiate the time of transition. I   

80. Provide for adequate overlap to ensure efficient transfer of duties. I   

81. Brief replacement on current situation. I   

82. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

83. Ensure that an effective transition of duties is accomplished. I   

84. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

86. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

87. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Obtain performance appraisal from supervisor. I   

89. Report to the Training Unit upon completion of training 
assignment. I   

90. Make return travel arrangements. I   

91. Prepare the final travel voucher. I   

92. Return accountable property to the Accountable Property Office 
(APO). I   

93. Submit final timesheet, appraisal form, and travel voucher. I   

94. Check out with the Automated Deployment Database (ADD). I   

95. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Logistics Systems Manager (LYMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Logistics Systems Manager (LYMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Logistics Systems Manger (LYMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Logistics Systems Specialist (LYSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

    

Behavior/Activity:  Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 
Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
• Be courteous to all customers 
• Use a calm tone of voice in all customer interactions 

   

20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Use appropriate body language 
• Make eye contact with customers and acknowledge their presence 
• Give full attention to every customer 
• Remain calm in all customer interactions 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   

23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Establish and maintain positive and ethical behaviors 
Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

• Customer focus 
• Accountability 
• Compassion 
• Diversity 
• Innovation 
• Integrity 
• Partnership 
• Public stewardship 
• Respect 
• Trust 

   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Submit requests for supplies, equipment, personnel, teams, services or commodities using 
FEMA-approved systems as directed 

Competency: Attention to Detail (C3); Knowledge of Program & Technical Protocols (C15); Teamwork 
(C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Review the details of the customer request. I   

• Determine the full details 
• Understand the action requested 
• Clarify the time requirements 
• Clarify the delivery instructions 

   

28. Enter requests using clear, concise details. I   

• Contact information 
• Hours of operation 
• Specific  location details (ingress, egress, security) 
• Internal FEMA request system(s) 
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29. Track requests as directed. I   

• Find request 
• Query 
• Interpret 
• Prompt for action 

   

    

Behavior/Activity: Track the status of orders using appropriate FEMA-approved systems. 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Monitor orders as directed. I   

• Find order 
• Query 
• Interpret 
• Prompt for action 

   

31. Place orders as directed. I   

• Determine the full details 
• Understand action requested 
• Clarify time required 
• Clarify delivery 

   

32. Track the shipping status. I   

• In-transit visibility tools 
• Other reporting tools 
• Verbal or written communication from people in the supply chain 

   

33. Confirm receipt by requestor. I   

• In-transit visibility tools 
• Other reporting tools 
• Verbal or written communication from people in the supply chain 

   

34. Reconcile discrepancies as directed. I   

• Notify immediate supervisor and others as directed 
• Make adjustments in appropriate systems 
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Behavior/Activity: Maintain file copies of documents 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Maintain hard copy documentation for future reference in 
accordance with agency policy. I   

    

Behavior/Activity: Generate reports 

Competency: Communication-Written (C5); Information Management (C13); Manage & Organize 
Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Clarify user’s report requirements. I   

• Get the customer to clearly articulate the parameters of the request 
• Clarify time requirements 

   

37. Determine if any existing report meets customer requirements. I   

38. Craft a query to retrieve pertinent data. I   

• Establish parameters 
• Filter data 

   

39. Create a saved report for recurring reporting. I   

40. Create ad hoc reports as directed. I   

41. Gather reports and information from external partners as directed. I   

• Other federal agencies 
• Field units 
• FEMA Headquarters 

   

    

Behavior/Activity: Close out orders using appropriate FEMA-approved systems. 

Competency: Knowledge of Program & Technical Protocols (C15); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Close out orders. I   

• Use appropriate FEMA-approved systems. 
• Ensure that all system processes are complete 
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Obtain the time of transition from immediate supervisor. I   

44. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

45. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Obtain performance appraisal from supervisor. I   

47. Report to the Training Unit upon completion of training 
assignment. I   

48. Make return travel arrangements. I   

49. Prepare the final travel voucher. I   

50. Return accountable property to the Accountable Property Office 
(APO). I   

51. Submit final timesheet, appraisal form, and travel voucher. I   

52. Check out with the Automated Deployment Database (ADD). I   

53. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Logistics Systems Specialist (LYSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Logistics Systems Specialist (LYSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

To 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

To 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Logistics Systems Specialist (LYSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Mass Care Support Manager (MCMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
                                                supervisor’s direction 
        Competency:         Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 
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26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any organizational adjustments if necessary. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   
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35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    
Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   
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41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 
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53. Put each subordinate’s assignments in the context of the bigger 
picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

61. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   



MASS CARE SUPPORT MANAGER (MCMG) 21 November 2011, Revised 

12 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Support Individual Assistance (IA) initial shelter and mass feeding mission 

Competency: Analysis/Reasoning (C2); Knowledge of Program & Technical Protocols (C15); 
Leadership (C16); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Validate resource requirements. D-3   

• Personnel 
• Transportation 
• Facility equipment 
• Feeding requirements 
• Commonly used shelter items (CUSI) 

   

68. Complete and submit order requests, as appropriate. D-3   

• e-taskers 
• Requisition for Supplies, Equipment, Services, Personnel and/or Teams 

(FEMA Form 143-0-1) 

   

69. Confirm the receipt of order requests by delivery receipts. D-3   

    

Behavior/Activity: Monitor and support ongoing resource requirements 

Competency: Attention to Detail (C3); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Coordinate with the site manager on requirements. D-3   

• Validation processes 
• Burn rate 

   

71. Coordinate the resolution of prioritized issues. D-3   

72. Coordinate the replenishment of consumable resources as required. D-3   
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Behavior/Activity: Coordinate the demobilization of FEMA resources with the site manager and immediate 
supervisor 

Competency: Incident Action Planning (C11); Knowledge of Program & Technical Protocols (C15); 
Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Identify services that are no longer required. D-3   

• Leases 
• Memorandums of understanding/memorandums of agreement 

(MOUs/MOAs) 
• Utilities 
• Contracts 

   

74. Identify FEMA-owned assets that are no longer required. D-3   

• Unused CUSI 
• MHE 
• Generators 
• Vehicles 
• Trailers 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Negotiate the time of transition. I   

76. Provide for adequate overlap to ensure efficient transfer of duties. I   

77. Brief replacement on current situation. I   

78. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

79. Ensure that an effective transition of duties is accomplished. I   

80. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

82. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

83. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Obtain performance appraisal from supervisor. I   

85. Report to the Training Unit upon completion of training 
assignment. I   

86. Make return travel arrangements. I   

87. Prepare the final travel voucher. I   

88. Return accountable property to the Accountable Property Office 
(APO). I   

89. Submit final timesheet, appraisal form, and travel voucher. I   

90. Check out with the Automated Deployment Database (ADD). I   

91. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Mass Care Support Manager (MCMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Mass Care Support Manager (MCMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Mass Care Support Manager (MCMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Mass Care Support Unit Leader (MCUL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate Forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions  

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 
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26. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any organizational adjustments if necessary. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 
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34. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

35. Share current information with co-workers and immediate 
supervisor. D-3   

36. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Attend scheduled briefings as required. D-3   

38. Brief subordinates with relevant information on their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types and location 

   

39. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

40. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. -3   

42. Hold personnel accountable for the execution of assigned tasks. D-3   

43. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

44. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

45. Request additional resources or release surplus resources. D-3   

46. Address logistical problems that subordinates report. D-3   

47. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

48. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

49. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

50. Keep assigned personnel informed of changes. D-3   

51. Notify immediate supervisor of unit personnel status changes when 
they occur. D-3   

52. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

54. Explain how the unit’s assignments fit into the context of the 
bigger picture. D-3   

55. Establish work assignments and set priorities. D-3   

56. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

57. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

58. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

59. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

60. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

61. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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62. Create a work environment that provides mutual respect and equal 
opportunity for all Unit personnel. D-3   

63. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

64. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

66. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

67. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Represent the Logistics Section in Mass Care/Emergency Assistance meetings 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14); Knowledge of Program & 
Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

68. Gather information related to Mass Care/Emergency Assistance 
activities. I   

• Population 
• Facility type and location 
• Staffing 
• Duration 

   

69. Ascertain state and voluntary agency capabilities. I   

• Assets 
• Personnel 
• Transportation 
• Resupply 

   

70. Determine current and potential logistical shortfalls. I   
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Behavior/Activity: Arrange support for Mass Care/Emergency Assistance activities 

Competency: Knowledge of Program & Technical Protocols (C15); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Coordinate deployments to augment staff as necessary. I   

• FEMA personnel 
• Other federal agency (OFA) personnel 

   

72. Coordinate requirements with ESF-6 and Mass Care Manager. I   

• Commonly used shelter items (CUSI) blanket purchase agreement 
(BPA) 

• FEMA resources 
• OFA-owned assets 
• Transportation services 
• Contract services 
• Individual Assistance Technical Assistance Contract (IA TAC) 

   

    

Behavior/Activity: Forecast future requirements in conjunction with ESF-6 

Competency: Analysis/Reasoning (C2); Knowledge of Program & Technical Protocols (C15); Manage 
Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Evaluate daily reports. I   

• Shelter population    

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Negotiate the time of transition. I   

75. Provide for adequate overlap to ensure efficient transfer of duties. I   

76. Brief replacement on current situation. I   

77. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 
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78. Ensure that an effective transition of duties is accomplished. I   

79. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

80. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

81. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

82. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

83. Obtain performance appraisal from supervisor. I   

84. Report to the Training Unit upon completion of training 
assignment. I   

85. Make return travel arrangements. I   

86. Prepare the final travel voucher. I   

87. Return accountable property to the Accountable Property Office 
(APO). I   

88. Submit final timesheet, appraisal form, and travel voucher. I   

89. Check out with the Automated Deployment Database (ADD). I   

90. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Mass Care Support Unit Leader (MCUL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Mass Care Support Unit Leader (MCUL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Mass Care Support Unit Leader (MCUL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Ordering Unit Leader (ORDL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate Forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 
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27. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any organizational adjustments if necessary. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

34. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

35. Share current information with co-workers and immediate 
supervisor. D-3   
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36. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Attend scheduled briefings as required. D-3   

38. Brief subordinates with relevant information on their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types and location 

   

39. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

40. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   
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42. Hold personnel accountable for the execution of assigned tasks. D-3   

43. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

44. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

45. Request additional resources or release surplus resources. D-3   

46. Address logistical problems that subordinates report. D-3   

47. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

48. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

49. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

50. Keep assigned personnel informed of changes. D-3   

51. Notify immediate supervisor of unit personnel status changes when 
they occur. D-3   

52. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 
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54. Explain how the unit’s assignments fit into the context of the 
bigger picture. D-3   

55. Establish work assignments and set priorities. D-3   

56. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

57. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

58. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

59. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

60. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

61. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

62. Create a work environment that provides mutual respect and equal 
opportunity for all Unit personnel. D-3   

63. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

64. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   
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Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

• Customer focus 
• Accountability 
• Compassion 
• Diversity 
• Innovation 
• Integrity 
• Partnership 
• Public stewardship 
• Respect 
• Trust 

   

66. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

67. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Coordinate interdependent activities in the Ordering Unit 

Competency: Communication-Verbal (C4); Knowledge of Program & Technical Protocols (C15); 
Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

68. Create courses of action for organizations in the Ordering Unit 
based on direction from immediate supervisor. D-3   

• Signature authority changes 
• Operational hours tailored to mission requirements 
• Prioritization of orders based on mission requirements 

   

69. Ensure the establishment of a single-point ordering/tracking 
process. D-3   

70. Verify that funding is available to make purchases. D-3   

• Coordinate to ensure that funding is available 
• Validate additional funding request generated by subordinates 
• Process requests for additional funds 

   

71. Resolve conflicts in a timely manner. D-3   

• Customer complaints    
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• Internal issues 

72. Ensure that the operations of the unit are accurately documented. D-3   

• Requisition documents 
• Funding documents 
• Vendor contract files 
• Situation report input 

   

73. Oversee the activities of the Ordering Unit. D-3   

• Timely and accurate orders 
• Order status updates 
• Discrepancies resolved 

   

74. Supervise subordinates to ensure that correct actions are taken 
during demobilization. D-3   

• Update the system 
• Update system access rights 
• Forward vendor files 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Negotiate the time of transition. I   

76. Provide for adequate overlap to ensure efficient transfer of duties. I   

77. Brief replacement on current situation. I   

78. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

79. Ensure that an effective transition of duties is accomplished. I   

80. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

82. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

83. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Obtain performance appraisal from supervisor.    

85. Report to the Training Unit upon completion of training 
assignment. I   

86. Make return travel arrangements. I   

87. Prepare the final travel voucher. I   

88. Return accountable property to the Accountable Property Office 
(APO). I   

89. Submit final timesheet, appraisal form, and travel voucher. I   

90. Check out with the Automated Deployment Database (ADD). I   

91. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Ordering Unit Leader (ORDL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Ordering Unit Leader (ORDL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Ordering Unit Leader (ORDL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 

  



ORDERING MANAGER (ORMG) 21 November 2011, Revised 

2 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 



21 November 2011, Revised ORDERING MANAGER (ORMG) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 5 

Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 
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27. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs 

   

28. Make any organizational adjustments if necessary. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   
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35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Put each subordinate’s assignments in the context of the bigger 
picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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61. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

• Customer focus 
• Accountability 
• Compassion 
• Diversity 
• Innovation 
• Integrity 
• Partnership 
• Public stewardship 
• Respect 
• Trust 

   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

66. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Manage the process for ordering supplies, equipment, personnel, teams, services or 
commodities 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16); Manage 
Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Ensure that the ordering process is followed in accordance with 
policies and procedures. D-3   

• Documentation 
• Best source of procurement 
• Order placement 
• Tracking 
• Discrepancies 
• Closeout 

   

68. Ensure that files are maintained as directed. D-3   

• Vendor files 
• Ordering documents 
• Requisition for Supplies, Equipment, Services, Personnel and /or 

Teams (FEMA Form 143-0-1) 

   

    
Behavior/Activity: Ensure that funding is available to make purchases 

Competency: Knowledge of Program & Technical Protocols (C15); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

69. Coordinate to ensure that funding is available. D-3   

• Comptroller approval 
• Immediate supervisor 
• Financial reports 

   

70. Validate additional funding request generated by subordinates. D-3   

71. Process requests for additional funds. D-3   
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Behavior/Activity: Verify that all payments are processed in accordance with policy and procedure 

Competency: Attention to Detail (C3); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Review vendor contract files. D-3   

• Invoice has been received, verified, approved and forwarded 
• Payment has been made 
• Correct documentation has been maintained 

   

73. Resolve vendor payment discrepancies. D-3   

    

Behavior/Activity: Ensure that the close out is conducted in accordance with policy and procedure 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Verify with vendors that outstanding invoices have been 
submitted. D-3   

75. Determine the disposition of all outstanding orders. D-3   

• Cancel 
• Fill 
• Modify delivery location 
• Reduce 

   

76. Coordinate the return of leased property to vendors. D-3   

• Contracting Officer 
• Facilities Unit 
• Vendor 

   

77. Forward files to the Region of record as directed. D-3   

• Vendor files 
• Copies of purchase order files 
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

78. Negotiate the time of transition. I   

79. Provide for adequate overlap to ensure efficient transfer of duties. I   

80. Brief replacement on current situation. I   

81. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

82. Ensure that an effective transition of duties is accomplished. I   

83. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

85. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

86. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

87. Obtain performance appraisal from supervisor. I   

88. Report to the Training Unit upon completion of training 
assignment. I   

89. Make return travel arrangements. I   

90. Prepare the final travel voucher. I   

91. Return accountable property to the Accountable Property Office 
(APO). I   

92. Submit final timesheet, appraisal form, and travel voucher. I   

93. Check out with the Automated Deployment Database (ADD). I   

94. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Ordering Manager (ORMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Ordering Manager (ORMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Ordering Manager (ORMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Ordering Specialist (ORSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 



21 November 2011, Revised ORDERING SPECIALIST (ORSP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 5 

Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   
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Behavior/Activity:  Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
• Be courteous to all customers 
• Use a calm tone of voice in all customer interactions 

   

20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Appropriate body language 
• Make eye contact with customers and acknowledge their presence 
• Give full attention to every customer 
• Remain calm in all customer interactions 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   
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23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

• Customer focus 
• Accountability 
• Compassion 
• Diversity 
• Innovation 
• Integrity 
• Partnership 
• Public stewardship 
• Respect 
• Trust 

   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Order supplies, equipment, personnel, teams, services or commodities as instructed by 
immediate supervisor 

Competency: Attention to Detail (C3); Knowledge of Program & Technical Protocols (C15); Teamwork 
(C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Review the details of the customer order. D-3   

• Determine the full details 
• Understand the action requested 
• Clarify time requirements 
• Clarify delivery instructions 

   

28. Determine the best source for procurement. D-3   

• Internal FEMA 
• Other federal agencies 
• DHS Advantage 
• Local vendors 

   

29. Place the order. D-3   

• Internal FEMA request system 
• Mission Assignment 
• Purchase card 
• Blanket Purchase Agreement 

   

30. Track the status of outstanding orders. D-3   

• Vendor commitments 
• Contact vendor 
• Internal systems 
• Bill of lading 

   

31. Track the receipt and delivery of the order. D-3   

• Retrieve the receiving document 
• Bill of lading 

   

32. Correct order discrepancies. D-3   

• Damaged 
• Incorrect quantities 
• Incorrect item 

   

33. Close out the order. D-3   

• All documents are finalized with required signatures 
• Card holders reconcile payment records 
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Behavior/Activity: Maintain file copies of purchase documents 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Maintain the log of Requisitions for Supplies, Equipment, 
Services, Personnel and/or Teams (FEMA Form 143-0-1). D-3   

    

Behavior/Activity: Maintain vendor contract files and associated paperwork 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Process invoices. D-3   

• Receive the invoice 
• Approve the invoice 
• Forward the approval to Finance/Admin for payment 
• Record the invoice payment in the reconciliation log 

   

36. Maintain contract files. D-3   

• Original contract 
• Contract modifications 
• All correspondence 
• Maintenance paperwork 
• Reconciliation log for funds being spent 
• Funding documents 
• Invoices 

   

37. Notify your immediate supervisor when additional funds are 
required to meet contractual requirements. D-3   
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Obtain the time of transition from immediate supervisor. I   

39. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

40. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Obtain performance appraisal from supervisor. I   

42. Report to the Training Unit upon completion of training 
assignment. I   

43. Make return travel arrangements. I   

44. Prepare the final travel voucher. I   

45. Return accountable property to the Accountable Property Office 
(APO). I   

46. Submit final timesheet, appraisal form, and travel voucher. I   

47. Check out with the Automated Deployment Database (ADD). I   

48. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Ordering Specialist (ORSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Ordering Specialist (ORSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Ordering Specialist (ORSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 
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26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs 

   

28. Make any organizational adjustments if necessary. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   
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35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    
Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   
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41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 
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53. Put each subordinate’s assignments in the context of the bigger 
picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

61. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   
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Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

• Customer focus 
• Accountability 
• Compassion 
• Diversity 
• Innovation 
• Integrity 
• Partnership 
• Public stewardship 
• Respect 
• Trust 

   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Manage receiving and distribution operations 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16); Manage 
Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Develop the plan for organization of the receiving and distribution 
areas. D-3   

• Efficient use of space 
• Optimal functioning 
• Secure areas 

   

68. Provide direction to subordinates for conducting inventories. I   

• Initial 
• Periodic 
• Closeout 

   

69. Communicate inventory levels to immediate supervisor. I   
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Behavior/Activity: Manage the documentation for receiving and distribution 

Competency: Attention to Detail (C3); Knowledge of Program & Technical Protocols (C15); Manage & 
Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Establish a filing system for records pertaining to the receipt and 
distribution of supplies and equipment. D.3   

• Receiving documents 
• Packing slips 
• Bills of lading 
• Property Transfer Report 

   

71. Review receiving and distribution documents. D-3   

• Complete 
• Accurate 
• Timely 

   

72. Ensure subordinates’ correct use of filing system. D-3   

• Complete 
• Accurate 
• Timely 

   

73. Confirm the distribution of receiving documentation to other units. D.3   

• Accountable Property Manager 
• Ordering Unit 

   

    

Behavior/Activity: Manage the receipt of materials and supplies while maintaining security and 
accountability 

Competency: Attention to Detail (C3); Knowledge of Program & Technical Protocols (C15); Manage 
Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Ensure that subordinates receive materials and supplies in 
accordance with established procedures.  D-3   

• Unpacking 
• Inspecting 
• Documenting 

   

75. Monitor the status of open orders. D-3   

• Items pending receipt 
• Incomplete orders 
• Back orders 
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76. Coordinate with Security to ensure that the inventory is secure. D-3   

• Assess security needs as required 
• Barricades 
• Lighting 
• Signage 

   

    

Behavior/Activity: Oversee the distribution of received items to proper recipients while maintaining 
accountability 

Competency: Customer Focus (C6); Knowledge of Program & Technical Protocols (C15); Manage 
Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

77. Oversee the delivery of materials and supplies to the end-user or 
customer. I   

• Individuals 
• Other sites 
• Supply room 

   

78. Verify proper signatures for delivered materials. I   

    

Behavior/Activity: Establish a centralized mail distribution and pickup center 

Competency: Customer Focus (C6); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Develop the plan for organization of the centralized mail 
distribution center. D.3   

• Efficient use of space 
• Optimal functioning 
• Incoming inspection 
• Sorting 
• Secure areas 
• Collection location 

   

80. Manage the funding for mail meters and commercial services. D.3   

• Request funding 
• Track expenditures against current funding 

   

81. Establish service with delivery providers. D.3   

• U.S. Postal Service (USPS)    
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• Commercial providers 

82. Establish pickup and delivery schedules. D.3   

• USPS 
• Satellite offices 
• Commercial mail services 

   

83. Coordinate with other program areas for courier service. D.3   

    
Behavior/Activity: Manage the handling of incoming and outgoing mail in accordance with federal 

regulations 

Competency: Knowledge of Program & Technical Protocols (C15); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Direct subordinates in receiving, processing, and delivering 
incoming mail. D.3   

• Inspect per security and safety guidelines 
• Sort by recipient 
• Log mail as required 
• Distribute 

   

85. Direct subordinates in collecting and processing outgoing mail. D.3   

• Inspect for official use only 
• Sort by delivery method 
• Log mail as required 
• Affix postage or way bill 

   

86. Review mail logs. D.3   

• Commercial delivery service log 
• Certified mail log 
• Postage log 

   

    
Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

87. Negotiate the time of transition. I   

88. Provide for adequate overlap to ensure efficient transfer of duties. I   

89. Brief replacement on current situation. I   
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90. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

91. Ensure that an effective transition of duties is accomplished. I   

92. Notify immediate supervisor when transition is complete. I   

    
Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

93. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

94. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

95. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

96. Obtain performance appraisal from supervisor. I   

97. Report to the Training Unit upon completion of training 
assignment. I   

98. Make return travel arrangements. I   

99. Prepare the final travel voucher. I   

100. Return accountable property to the Accountable Property Office 
(APO). I   

101. Submit final timesheet, appraisal form, and travel voucher. I   

102. Check out with the Automated Deployment Database (ADD). I   

103. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Receiving and Distribution Manager (RDMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Receiving and Distribution Manager (RDMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Receiving and Distribution Manager (RDMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Supply Manager (SPMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 

  



SUPPLY MANAGER (SPMG) 21 November 2011, Revised 

2 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs 

   

28. Make any organizational adjustments if necessary. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   

35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    
Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
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39. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Put each subordinate’s assignments in the context of the bigger 
picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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61. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

• Customer focus 
• Accountability 
• Compassion 
• Diversity 
• Innovation 
• Integrity 
• Partnership 
• Public stewardship 
• Respect 
• Trust 

   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

66. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Manage the requests for materials and supplies 

Competency: Knowledge of Program & Technical Protocols (C15); Manage & Organize Information 
(C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Develop plan for organization of the supply areas. D-3   

• Efficient use of space 
• Optimal functioning 
• Secure areas 

   

68. Establish inventory process. I   

• Initial 
• Periodic 
• Closeout 

   

69. Analyze and adjust inventory/restock levels. D-3   

• Burn rate 
• Anticipate future needs 
• Turnaround time on items 
• Take closeout into consideration 

   

70. Communicate established processes to subordinates. I   

• Stocking levels 
• Inventories 

   

71. Ensure that subordinates use appropriate sources of supply. D-3   

• DHS Advantage 
• U.S. General Services Administration (GSA) Advantage 
• Office supply catalogues 
• Online vendors 
• Local vendors 

   

72. Ensure that files are maintained as directed. D-3   

• Pending receipts 
• Incomplete orders 

   

73. Review the documentation maintained by subordinates. D-3   

• Complete 
• Accurate 
• Timely 
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Behavior/Activity: Manage the receipt of materials and supplies while ensuring security and accountability 

Competency: Knowledge of Program & Technical Protocols (C15); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Ensure that subordinates receive materials and supplies in 
accordance with established procedures.  D-3   

• Unpacking 
• Inspecting 
• Securing 
• Documenting 

   

75. Monitor the status of open orders. D-3   

• Items pending receipt 
• Incomplete orders 
• Back orders 

   

76. Coach subordinates on best practices in documentation for tracking 
open orders. D-3   

    

Behavior/Activity: Oversee the distribution of received items to proper recipients while maintaining 
accountability 

Competency: Customer Focus (C6); Knowledge of Program & Technical Protocols (C15); Manage 
Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

77. Oversee the delivery of materials and supplies to the end-user or 
customer. I   

• Individuals 
• Other sites 
• Supply room 

   

78. Verify proper signatures for delivered materials. I   
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Negotiate the time of transition. I   

80. Provide for adequate overlap to ensure efficient transfer of duties. I   

81. Brief replacement on current situation. I   

82. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

83. Ensure that an effective transition of duties is accomplished. I   

84. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

86. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

87. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Obtain performance appraisal from supervisor. I   

89. Report to the Training Unit upon completion of training 
assignment. I   

90. Make return travel arrangements. I   

91. Prepare the final travel voucher. I   

92. Return accountable property to the Accountable Property Office 
(APO). I   

93. Submit final timesheet, appraisal form, and travel voucher. I   

94. Check out with the Automated Deployment Database (ADD). I   

95. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Supply Manager (SPMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Supply Manager (SPMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Supply Manager (SPMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Supply Specialist (SPSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

  



SUPPLY SPECIALIST (SPSP) 21 November 2011, Revised 

6 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 
Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
• Be courteous to all customers 
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• Use a calm tone of voice in all customer interactions 

20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Use appropriate body language 
• Make eye contact with customers and acknowledge their presence 
• Give full attention to every customer 
• Remain calm in all customer interactions 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   

23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

• Customer focus 
• Accountability 
• Compassion 
• Diversity 
• Innovation 
• Integrity 
• Partnership 
• Public stewardship 
• Respect 
• Trust 

   



21 November 2011, Revised SUPPLY SPECIALIST (SPSP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 9 

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   

 

Behavior/Activity: Support material and supply requirements 

Competency: Manage Resources (C19); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Establish an organized supply room as directed. I   

• Like items together 
• High-issue items more accessible 
• Efficient use of space 

   

28. Secure high-value items as directed. I   

• Batteries 
• Printer cartridges 
• USB hubs 

   

29. Conduct inventories. I   

• Initial 
• Periodic 
• Closeout 

   

30. Identify stock burn rates and communicate that information to the 
immediate supervisor. I   

• Ordering time frames    

31. Research the source of supply as directed. I   

• DHS Advantage 
• U.S. General Services Administration (GSA) 
• Office supply catalogues 
• Online vendors 

   

32. Complete required documentation as directed. I   

• Requisition form 
• Inventory log 
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Behavior/Activity: Receive materials and supplies while maintaining security and accountability 

Competency: Adhere to Security Procedures (C1); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Establish the layout of the receiving area as directed. I   

• Check-in/check-out flow 
• Clearly identified inbound/outbound shipments 
• Efficient use of space 

   

34. Receive government-owned and -procured equipment and 
material. I    

35. Unpack received equipment and material and verify correct 
quantities based on relevant ordering documents. I   

36. Inspect received equipment and material for visible damage and 
take actions as directed. I   

37. Secure high-value items as directed. I   

• Accountable property 
• Medical supplies 

   

38. Complete required documentation as directed. I   

• Receiving report 
• Damage reports 

   

39. Maintain a filing system as directed. I   

• Items pending receipt 
• Incomplete orders 

   

40. Distribute receiving documentation to other units as directed. I   

• Packing slips 
• Bill of lading (BOL) 

   

    
Behavior/Activity: Distribute received items to proper recipients while maintaining accountability 
Competency: Customer Focus (C6); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Deliver items that qualify as accountable property to the 
Accountable Property Office. I   

• Serialized items 
• Nonexpendable items 
• Pilferable 
• Bar-coded 
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42. Coordinate and deliver resources to the end-user or customer as 
directed by the Ordering Unit. I   

• Individuals 
• Other sites 
• Supply room 
• Accountable property 

   

43. Acquire proper signatures for delivered materials as required. I   

• Receiving office 
• End-user 

   

    

Behavior/Activity: Provide mail services 

Competency: Customer Focus (C6); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Ensure that a centralized mail distribution and pickup center is 
established as directed. I   

• Mailing supplies 
• Efficient use of space 
• Incoming and outgoing processing 
• Post pickup schedule 

   

45. Deliver all mail to proper individuals and locations. I   

46. Complete required documentation as directed. I   

• Commercial delivery service log 
• Certified mail log 
• Postage log 

   

47. Generate a shipping order using an online commercial delivery 
service as directed. I   

48. Affix appropriate postage to outgoing mail. I   

49. Inspect incoming mail and packages, per federal guidelines, to 
ensure safety. I   
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Obtain the time of transition from immediate supervisor. I   

51. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

52. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Obtain performance appraisal from supervisor. I   

54. Report to the Training Unit upon completion of training 
assignment. I   

55. Make return travel arrangements. I   

56. Prepare the final travel voucher. I   

57. Return accountable property to the Accountable Property Office 
(APO). I   

58. Submit final timesheet, appraisal form, and travel voucher. I   

59. Check out with the Automated Deployment Database (ADD). I   

60. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Supply Specialist (SPSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Supply Specialist (SPSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Supply Specialist (SPSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Supply Unit Leader (SPUL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate Forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any organizational adjustments if necessary. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

34. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

35. Share current information with co-workers and immediate 
supervisor. D-3   

36. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Attend scheduled briefings as required. D-3   

38. Brief subordinates with relevant information on their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types and location 
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39. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

40. Brief immediate supervisor on results of debriefings. D-3   

    
Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 
Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

42. Hold personnel accountable for the execution of assigned tasks. D-3   

43. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

44. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

45. Request additional resources or release surplus resources. D-3   

46. Address logistical problems that subordinates report. D-3   

47. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

48. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

49. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

50. Keep assigned personnel informed of changes. D-3   

51. Notify immediate supervisor of unit personnel status changes when 
they occur. D-3   

52. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

54. Explain how the unit’s assignments fit into the context of the 
bigger picture. D-3   

55. Establish work assignments and set priorities. D-3   

56. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

57. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

58. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

59. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

60. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

61. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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62. Create a work environment that provides mutual respect and equal 
opportunity for all Unit personnel. D-3   

63. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

64. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

• Customer focus 
• Accountability 
• Compassion 
• Diversity 
• Innovation 
• Integrity 
• Partnership 
• Public stewardship 
• Respect 
• Trust 

   

66. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

67. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Coordinate interdependent activities in the Supply Unit 

Competency: Communication-Verbal (C4); Knowledge of Program & Technical Protocols (C15); 
Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

68. Create courses of action for organizations in the Supply Unit based 
on direction from immediate supervisor. D-3   

• Adjust stock levels 
• Space management 
• Tailor operational hours to mission requirements 
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69. Resolve conflicts in a timely manner. D-3   

• Customer complaints 
• Internal issues 

   

70. Ensure that unit operations are accurately documented. D-3   

• Hand receipts 
• Inventory records 
• Discrepancy reports 
• Report of Survey 
• Mail logs 
• Situation report input 

   

71. Supervise the activities of the Supply Unit. D-3   

• Supplies and materials available when needed 
• Mail delivery timely and accurate 
• Accountable property tracked and distributed 

   

72. Supervise subordinates to ensure correct distribution of all 
materials during closeout. D-3   

• Assets needed for continuing operations 
• Excess assets 
• Coordinate with commercial mail providers 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Negotiate the time of transition. I   

74. Provide for adequate overlap to ensure efficient transfer of duties. I   

75. Brief replacement on current situation. I   

76. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

77. Ensure that an effective transition of duties is accomplished. I   

78. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

80. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

81. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    
Behavior/Activity: Properly check out of the incident 
Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Obtain performance appraisal from supervisor. I   

83. Report to the Training Unit upon completion of training 
assignment. I   

84. Make return travel arrangements. I   

85. Prepare the final travel voucher. I   

86. Return accountable property to the Accountable Property Office 
(APO). I   

87. Submit final timesheet, appraisal form, and travel voucher. I   

88. Check out with the Automated Deployment Database (ADD). I   

89. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Supply Unit Leader (SPUL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Supply Unit Leader (SPUL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Supply Unit Leader (SPUL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Temporary Housing Unit Leader (THUL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate Forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Establish Temporary Housing Unit (THU) staging area 

Competency: Knowledge of Program & Technical Protocols (C15); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Coordinate with immediate supervisor. D-3   

• Location suitability 
• Expectations 
• Restrictions 
• Responsibility for facility repairs 
• Geographic boundaries 

   

13. Ensure support services are available. D-3   

• Port-a-potties 
• Wash stations 
• Dumpsters 
• Fuel 
• Medical 

   

14. Coordinate with other Unit Leaders as necessary. D-3   

• External Facilities Unit Leader 
• Communications Unit Leader 
• Ordering Unit Leader 

   

15. Develop site layout. D-3   

• Check-in/Check–out points 
• Traffic flow 
• Parking areas by type 
• Driver information center 

   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

17. Use common terminology. I   

18. Maintain appropriate span of control. I   
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19. Maintain unity of command. I   

    
Behavior/Activity: Follow established safety and security procedures 
Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

21. Recognize and communicate potentially hazardous situations. D-3   

22. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

23. Verify that special precautions are taken when hazards exist. D-3   

24. Use personal protective equipment (PPE) when issued. D-3   

25. Safeguard property and equipment. D-3   

26. Provide current information for the call-down roster. D-3   

27. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Determine if the organizational structure is appropriate based on 
supervisor direction. D-3   

29. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

30. Develop site operational plan and protocols. D-3   

• Security 
• Safety 
• Communications 
• Traffic rules 
• Hours of operations 
• Meetings 
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31. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

32. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

33. Make any organizational adjustments if necessary. D-3   

34. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

35. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

37. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

38. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 
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39. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

40. Share current information with co-workers and immediate 
supervisor. D-3   

41. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Attend scheduled briefings as required. D-3   

43. Brief subordinates with relevant information on their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

44. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

45. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

47. Hold personnel accountable for the execution of assigned tasks. D-3   

48. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

49. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

50. Request additional resources or release surplus resources. D-3   

51. Address logistical problems that subordinates report. D-3   

52. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

53. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

54. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

55. Keep assigned personnel informed of changes. D-3   

56. Notify immediate supervisor of unit personnel status changes when 
they occur. D-3   

57. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

58. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

59. Explain how the unit’s assignments fit into the context of the 
bigger picture. D-3   

60. Establish work assignments and set priorities. D-3   

61. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

62. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

63. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

64. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

65. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

66. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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67. Create a work environment that provides mutual respect and equal 
opportunity for all Unit personnel. D-3   

68. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

69. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

71. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

72. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Demonstrate proper property management and resource allocation 

Competency: Knowledge of Program & Technical Protocols (C15); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Oversee the utilization of federal property. D-3   

• Security 
• Inventory management 
• Supporting documentation 
• Loss and prevention of damage 
• Reutilization and disposal 

   

74. Identify equipment requirements for the site. D-3   
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Negotiate the time of transition. I   

76. Provide for adequate overlap to ensure efficient transfer of duties. I   

77. Brief replacement on current situation. I   

78. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

79. Ensure that an effective transition of duties is accomplished. I   

80. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Develop demobilization plan. D.3   

• Screen assets 
• Assets transfer 
• Disposition instructions 
• Documentation disposition 
• Site remediation 

   

82. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

83. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

84. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Obtain performance appraisal from supervisor. I   

86. Report to the Training Unit upon completion of training 
assignment. I   

87. Make return travel arrangements. I   

88. Prepare the final travel voucher. I   

89. Return accountable property to the Accountable Property Office 
(APO). I   

90. Submit final timesheet, appraisal form, and travel voucher. I   

91. Check out with the Automated Deployment Database (ADD). I   

92. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Temporary Housing Unit Leader (THUL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Temporary Housing Unit Leader (THUL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Temporary Housing Unit Leader (THUL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

MERS Coordinator (MECO) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for mission prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Ensure all personnel have material and personal items required for 
the deployment. E   

• Personal and health items in accordance with (IAW) Mobile 
Emergency Response Support (MERS) Detachment standard operating 
procedures (SOPs) for a period of 30 days 

• FEMA badge 
• Common Access Card (CAC) 
• Commercial Driver’s License (CDL) 
• Passport 
• Shot records 
• Government credit cards 

   

2. Provide the mission briefing to deploying MERS personnel. E   

• Concept 
• Timeline 
• Resource requirements 
• Safety 
• Security 
• Route 
• Logistics 
• Communications 
• Command and control (C2) 
• Weather 
• Lodging 
• Communications coordination requirements 
• Any special instructions IAW MERS Detachment SOPs 

   

3. Ensure that vehicles and equipment are prepared for deployment 
IAW MERS Detachment checklists and SOPs. E   

4. Ensure that the convoy is briefed IAW MERS Detachment convoy 
SOPs. E   

5. Ensure that personnel review and conform to the parts of Chapter 2 
of the Incident Management Handbook (IMH), “Common 
Responsibilities,” that apply to the MERS. 

E 
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Behavior/Activity: Understand, use, and comply with Incident Command System (ICS) concepts, principles, 
and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

6. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS forms. E   

7. Maintain appropriate span of control. E   

8. Use common terminology. E   

9. Maintain unity of command. E   

10. Demonstrate an understanding of resource typing. E   

• At meetings 
• Coordination 

   

11. Demonstrate knowledge of FEMA/joint response operations to 
support associated incident management structure and teams. I   

• IMH 
• Incident Management Assistance Team (IMAT) functions and missions 
• Regional Response Coordination Center (RRCC) functions and 

missions 
• Incident management organization 
• Disaster Recovery Center (DRC) operations 
• Logistical support and staging area 
• Emergency Support Functions (ESFs) 
• National Disaster Medical System (NDMS) 
• Search and rescue (SAR) 
• Mission Assignments 

   

12. Demonstrate knowledge of FEMA/joint incident support 
operations. I   

• RRCC 
• National Response Coordination Center (NRCC) 
• Disaster Emergency Communications (DEC) 
• Unified Area Coordination Group 
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Behavior/Activity: Understand and employ the MERS deployment concepts and principles. 

Competency: Decision Making & Judgment (C7); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Demonstrate knowledge of the process for requesting MERS 
assistance. E   

14. Demonstrate knowledge of coordinating requests horizontally and 
vertically. E   

15. Demonstrate knowledge of MERS reporting requirements. E   

    

Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Prepare for the Operations Tactics meeting. I   

17. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. I   

18. Ensure that task descriptions provide clear, concise direction, and 
performance expectations that support the incident objectives. I   

19. Ensure that accurate operational information is included on the ICS 
215. I   

• Resource kind and number 
• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

20. Attend the Operations Tactics meeting I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Provide for the safety, security, welfare, and accountability of 
subordinates. E   
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22. Recognize and disseminate potentially hazardous conditions 
information before and during the mission. E   

23. Develop and communicate emergency procedures consistent with 
the safety and security plans. E   

24. Verify that special precautions are taken when hazards exist. E   

25. Ensure that your personnel use assigned personal protection 
equipment (PPE). E   

26. Ensure that your personnel safeguard property and equipment. E   

27. Ensure that accidents are handled and reported IAW proper 
procedures. E   

• MERS internal SOPs 
• Incident management organization SOPs 

   

    

Behavior/Activity: Communicate effectively 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Prepare written reports and other documents. E   

• Use plain English 
• Be well-organized 
• Be audience appropriate 
• Be clear and concise 

   

29. Submit written documents through proper channels. E   

30. Use effective oral communication. E   

• Share relevant information and/or developments with co-workers, as 
necessary 

• Explain decisions, conclusions, findings, or recommendations to the 
appropriate person or group 

• Use plain English 
• Be well-organized 
• Be audience appropriate 
• Be clear and concise 
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Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. E   

32. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

E 
  

33. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. E   

34. Represent FEMA in a professional manner when working with 
internal and external parties. E   

35. Exhibit appropriate public stewardship of taxpayer dollars. E   

    

Behavior/Activity: Coordinate MERS support with federal, tribal, state, and local agencies to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Coordinate with other federal agencies (OFAs)—operating under 
their own authority—regarding: I   

• Potential conflicts 
• Duplication of effort 
• Frequency of use 

   

37. Identify and promptly resolve disagreements, issues, and 
misunderstandings. I   

38. Share critical information, tactics, and contingency plans with 
applicable federal, tribal, state, and local agencies as appropriate. I   

39. Take early action to mitigate or resolve coordination issues. I   

40. Foster teamwork and emphasize a unified approach. I   

41. Interact with ESF #2 as required. I   
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Behavior/Activity: Ensure that MERS resources continue to be adequate to meet current and projected 
requirements 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Conduct daily mission analysis for changes in specified and 
implied tasks. I   

• Determine if the organizational structure is appropriate based on the 
analysis 

• Maintain the location and status of each support mission and its 
resources 

• Anticipate changes in MERS resources, based on the operational plan, 
to meet future needs 

   

43. Review the Incident Action Plan (IAP) and other relevant plans 
with the Resource Unit Leader to identify resources, assigned by 
type and quantity. 

I 
  

• Resource identifier, if assigned (i.e., MERS) 
• Supervisor name and contact information 
• Location 
• Assignment 

   

44. Request additional supplies, services, and equipment needed 
within the established ordering processes. I   

    

Behavior/Activity: Demonstrate knowledge of MERS tactical capabilities and personnel requirements for 
operations 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Describe the capabilities of MERS command and control vehicles 
and personnel requirements. E   

• Forward Communications Vehicle (FCV) 
• Multi-Radio Vehicle (MRV) 
• Incident Response Vehicle (IRV) 
• Mobile Emergency Response Vehicle (MEOV) 
• Emergency Operations Vehicle (EOV) 

   

46. Describe the basic employment capabilities of land mobile radio 
(LMR) systems and personnel requirements. E   

• LMR Radios 
• Towers 
• Trunking systems 
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47. Describe the basic employment capabilities of the MERS satellite 
systems and required number of operators. E   

• On-call 
• iDirect 
• Trailer Ku (TKU)  
• Portable Ku (PKU) 

   

48. Describe the basic capabilities of other tactical communication 
assets in the MERS inventory. E   

• Secure 
• Non-secure 

   

49. Describe the logistics capabilities of MERS. E   

• Fuel tankers 
• Heating, ventilation, air conditioning (HVAC) 
• Power generation 
• Life support 

   

50. Describe the MERS disaster preparedness capabilities. E   

51. Describe the responsibilities of the MERS Security Specialist. E   

    
Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Develop a battle rhythm for MERS staff that meets operational 
needs. I   

• Establish times for daily operations updates 
• Establish times for daily meetings with primary staff 

   

53. Attend scheduled meetings. I   

54. Debrief your staff at the end of the operational period to gather 
information. I   

• Current situation 
• Assessment of work progress 
• Tactical adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right – what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

55. Brief immediate supervisor as required. I   
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Behavior/Activity: Ensure that the completion of assigned tasks to meet incident objectives 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. I   

57. Gather and analyze information to validate each subordinate’s 
report of accomplishments. I   

58. Visit field locations when time and operational tempo allows. I   

59. Make appropriate decisions and/or adjustments based on analyzed, 
validated information. I   

60. Ensure that the work completed is consistent with direction and 
policy. I   

61. Confirm that goals and expectations for the operational period 
were reasonable and accurate. I   

62. Develop recommendations for the next operational period. I   

    

Behavior/Activity: Interact with other division supervisors, branch directors, and section chiefs to ensure 
clarity of communication and enhance teamwork 

Competency: Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Share current and accurate information. I   

• Significant changes in operations 
• Significant decisions or actions that affect them 
• Operational resource status changes 
• Operational status for the Incident Status Summary (ICS 209) and/or 

FEMA situation report (SITREP) 
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Behavior/Activity: Establish and maintain effective working relationships 

Competency: Interpersonal Skills (C14); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Establish and maintain positive interpersonal and interagency 
working relationships. E   

• Create open communication channels 
• Identify common interests 
• Generate and pursue common objectives and goals 
• Use clear and concise communication and minimize the use of 

acronyms 
• Practice active listening 

   

65. Be an effective team player. E   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 

   

66. Share current information with subordinates and immediate 
supervisor. E   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Exhibit principles of duty, integrity, and respect. E   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 
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68. Provide vision for section members to accomplish their mission. E   

• Put your section assignments in the context of the bigger picture    

69. Establish work assignments and set priorities. E   

70. Take corrective action when problems arise. E   

71. Establish and communicate basic work guidelines. E   

• Work hours 
• Rotation schedule 
• Call-down contact list 
• Staggering of work hours 

   

72. Keep subordinates informed of decisions, actions, and changes that 
affect them. E   

73. Evaluate performance continuously. E   

74. Communicate performance deficiencies immediately and take 
corrective action. E   

75. Ensure that personnel receive needed training, mentoring, and 
coaching. E   

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel so they can develop and maintain skills 
• Provide subordinates with opportunities for development 

   

76. Recognize effective individual and team performance. E   

77. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. E   

78. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. E   

79. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. E   

80. Monitor employee performance to assess the need for possible rest 
or rotation. E   

81. Provide feedback to Detachment Chiefs on all personnel assigned 
from outside your detachment. E   
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Determine the time of transfer. E   

83. Provide for adequate overlap to ensure the efficient transfer of 
duties. E   

84. Ensure that incident status information is up-to-date. E   

85. Ensure that an effective transfer is accomplished at all levels. E   

    

Behavior/Activity: Disengage properly and recover from a MERS mission 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

86. Obtain performance appraisal from immediate incident 
management supervisor on the effectiveness of MERS support. E   

87. Notify the MERS chain of command of the departure timeline. E   

88. Ensure the submission of MERS reports IAW MERS reporting 
SOPs. E   

89. Ensure that all deployed MERS personnel prepare and submit a 
final travel voucher. E   

90. Ensure that all vehicle(s) and equipment are properly recovered 
IAW with MERS Detachment SOPs. E   

91. Ensure that reconstitution requests for supplies, basic loads, and 
equipment are submitted IAW MERS Detachment SOPs in a 
timely manner. 

E 
  

92. Ensure that personnel properly repack, test, and store equipment 
and vehicles IAW MERS Detachment SOPS. E    

93. Ensure that all deployed personnel are removed from the 
Automated Deployment Database (ADD). E   

94. Provide after-action comments to the MERS Chief for inclusion in 
the incident’s Remedial Action Management Process (RAMP). E   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

MERS Coordinator 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

MERS Coordinator 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

MERS Coordinator 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

MERS Electric Power Controller Specialist (MEEC) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for mission prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain material and personal items necessary for the deployment. E   

• Personal and health items in accordance with (IAW) Mobile 
Emergency Response Support (MERS) Detachment standard operating 
procedures (SOPs) for a period of 30 days 

• FEMA badge 
• Common Access Card (CAC) 
• Commercial Driver’s License (CDL) 
• Passport 
• Shot records 
• Government credit card(s) 

   

2. Obtain the mission briefing. E   

• Concept 
• Timeline 
• Requirements 
• Safety 
• Security 
• Routes 
• Logistics 
• Communications 
• Command and control (C2) 
• Weather 
• Any special instructions IAW MERS Detachment SOPs 

   

3. Prepare vehicles and equipment IAW MERS Detachment 
checklists and SOPs. E   

4. Obtain the convoy briefing IAW convoy MERS Detachment 
SOPs. E   

5. Review and conform to Chapter 2 of the Incident Management 
Handbook (IMH), “Common Responsibilities,” as it applies to the 
MERS. 

E 
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Behavior/Activity: Understand, use, and comply with ICS concepts principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

6. Demonstrate appropriate level of ICS knowledge. E   

• Organizational structure 
• Principles 
• Positions 

   

7. Use common terminology. E   

    
Behavior/Activity: Follow established safety and security procedures outlined in MERS Detachment SOPs 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Recognize potentially hazardous situations commonly associated 
with working around MERS vehicles and equipment. E   

9. Recognize potentially dangerous conditions that exist in and 
around the mission location, and report them to your supervisor 
and/or Detachment Safety Officer. 

E 
  

10. Safeguard and secure property and equipment at all times. E   

11. Demonstrate knowledge of Communications Security (COMSEC) 
principles and report procedures for violations. E   

    
Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate professional and appropriate verbal communication 
consistently. E   

13. Demonstrate professional and appropriate non-verbal 
communication consistently. E   

14. Ask clarifying questions to ensure an accurate understanding of 
any mission request or requirement. E   

15. Be an effective team player. E   

16. Always refer questions from non-FEMA personnel to the FEMA 
Helpline or applicable recovery center for assistance. E   



21 November 2011, Revised MERS ELECTRIC POWER CONTROLLER SPECIALIST (MEEC) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 7 

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

17. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. E   

18. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences 
according to the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

E 
  

19. Exhibit appropriate public stewardship of taxpayer dollars. E   

    

Behavior/Activity: Conduct pre-deployment of power generation equipment 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Maintain preventive maintenance plans, procedures, and checklists 
for power generation equipment. E   

21. Implement preventive maintenance plans, procedures, and 
checklists for power generation equipment at home base, en route 
to the deployed site, and at the deployed site. 

E 
  

22. Assemble and package equipment, tools, and consumables needed 
for power generation equipment identified for deployment. E   

23. Address the pre-deployment needs of power generation equipment. E   

    

Behavior/Activity: Support resource movement operations 

Competency: Dependability (C8); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Assist with unscheduled maintenance. E   

25. Demonstrate an understanding of convoy SOPs. E   

26. Assist with convoy fueling operations. E   
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Behavior/Activity: Support ongoing disaster response operations 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Inspect power generation equipment upon arrival. E   

28. Assist in the determination of power generation placement to meet 
operational needs. E   

• Proximity to power distribution and connectivity 
• Ability to refuel 
• Hazards 
• Logistics issues 
• Safety precautions 

   

29. Develop and implement an electrical distribution plan for the 
disaster site. E   

30. Demonstrate problem solving and mitigation as it relates to power 
generation issues. E   

31. Fuel power generation equipment on-site. E   

32. Maintain generators and assist with vehicle maintenance while 
deployed. E   

33. Maintain generator maintenance records while deployed. E   

    

Behavior/Activity: Transition mission requirements and/or transition to home station effectively 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Assist the MERS Coordinator to obtain and disseminate 
information for MERS departure and/or transition requirements. E   

35. Help identify and solicit appropriate information needed for 
transition or departure. E   

36. Draft and send applicable reports before, during, and after 
transition and or departure. E   
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Behavior/Activity: Recover properly from an incident or deployment 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Notify MERS Operations immediately upon arriving at home 
station. E   

38. Prepare and submit the final travel voucher per federal travel 
guidelines. E   

39. Prepare and submit to Logistics all vehicle and equipment 
maintenance forms IAW MERS Detachment SOPs. E   

40. Prepare and submit all reconstitution requests for supplies, basic 
loads, equipment and vehicles according to Detachment SOPs. E   

41. Repack, test, and properly store equipment and vehicles IAW 
MERS Detachment SOPs. E   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

MERS Electric Power Controller Specialist 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

MERS Electric Power Controller Specialist 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

MERS Electric Power Controller Specialist 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

MERS IT Specialist (MEIS) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for mission prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain material and personal items necessary for the deployment. E   

• Personal and health items in accordance with (IAW) Mobile 
Emergency Response Support (MERS) Detachment standard operating 
procedures (SOPs) for a period of 30 days 

• FEMA badge 
• Common Access Card (CAC) 
• Commercial Driver’s License (CDL) 
• Passport 
• Shot records 
• Government credit card(s) 

   

2. Obtain the mission briefing. E   

• Concept 
• Timeline 
• Requirements 
• Safety 
• Security 
• Routes 
• Logistics 
• Communications 
• Command and control (C2) 
• Weather 
• Any special instructions IAW MERS Detachment SOPs 

   

3. Prepare vehicles and equipment IAW MERS Detachment 
checklists and SOPs. E   

4. Obtain the convoy briefing IAW convoy MERS Detachment 
SOPs. E   

5. Review and conform to Chapter 2 of the Incident Management 
Handbook (IMH), “Common Responsibilities,” as it applies to 
MERS. 

E 
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Behavior/Activity: Understand, use, and comply with Incident Command System (ICS) concepts principles, 
and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

6. Demonstrate appropriate level of ICS knowledge. E   

• Organizational structure 
• Principles 
• Positions 

   

7. Use common terminology. E   

    

Behavior/Activity: Follow established safety and security procedures outlined in MERS Detachment SOPs 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Recognize potentially hazardous situations commonly associated 
with working around MERS vehicles and equipment. E   

9. Recognize potentially dangerous conditions that exist in and 
around the mission location, and report them to the supervisor 
and/or Detachment Safety Officer. 

E 
  

10. Safeguard and secure property and equipment at all times. E   

11. Demonstrate a knowledge of Communications Security 
(COMSEC) principles and reporting procedures for violations. E   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate professional and appropriate verbal communication 
consistently. E   

13. Demonstrate professional and appropriate non-verbal 
communication consistently. E   

14. Ask clarifying questions to ensure accurate understanding of any 
mission request or requirement. E   



21 November 2011, Revised MERS IT SPECIALIST (MEIS) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 7 

15. Be an effective team player. E   

16. Always refer questions from non-FEMA personnel to the FEMA 
Helpline or applicable recovery center for assistance. E   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

17. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. E   

18. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences  the 
Under Secretary of Homeland Security’s nondiscrimination policy. 

E 
  

19. Exhibit appropriate public stewardship of taxpayer dollars. E   

    

Behavior/Activity: Demonstrate the ability to properly set up and shut down the MERS command and 
control vehicles 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Perform initial setup and shutdown of the Mobile Emergency 
Response Vehicle (MEOV) IAW MERS Detachment SOPs. E   

• Physical expansion/closure 
• Generator or shore power 
• Equipment power on/off sequence 

   

21. Perform initial setup and shutdown of the Incident Response 
Vehicle (IRV) IAW MERS Detachment SOPs. E   

• Physical expansion/closure 
• Generator or shore power 
• Equipment power on/off sequence 

   

22. Perform initial setup and shutdown of the Emergency Operations 
Vehicle (EOV) IAW MERS Detachment SOPs. E   

• Physical expansion/closure 
• Generator or shore power 
• Equipment power on/off sequence 
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23. Coordinate with other supporting elements to meet vehicle 
operational needs. E   

• Logistics – power requirements 
• Radio frequency (RF) – wide area connectivity needs 
• National Network Operations Center (NNOC) – FEMA specific wide 

area connectivity needs 
• Vendor-specific support needs 

   

    

Behavior/Activity: Demonstrate the ability to properly operate the MERS command and control vehicles 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Operate the MEOV IAW MERS Detachment SOPs. E   

• Satellite antenna television (SATV) 
• Video teleconference (VTC) 
• Network server 
• Network workstations 
• Network peripherals 
• Land mobile radios (LMRs) 

   

25. Operate the IRV IAW MERS Detachment SOPs. E   

• SATV 
• VTC 
• Network server 
• Network workstations 
• Network peripherals 
• LMRs 

   

26. Operate the EOV IAW MERS Detachment SOPs. E   

• SATV 
• VTC 
• Network server 
• Network workstations 
• Network peripherals 
• LMRs 
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Behavior/Activity: Demonstrate the ability to properly maintain the information technology (IT) components 
of the MERS command and control vehicles 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Reconfigure the IT components of the MEOV to meet operational 
needs. E   

• Routers 
• Switches 
• Servers 
• Workstations 
• Network peripherals 

   

28. Identify, troubleshoot, and mitigate problems as they arise on the 
MEOV. E   

29. Reconfigure the IT components of the IRV to meet operational 
needs. E   

• Routers 
• Switches 
• Servers 
• Workstations 
• Network peripherals 

   

30. Identify, troubleshoot, and mitigate problems as they arise on the 
IRV. E   

31. Reconfigure the IT components of the EOV to meet operational 
needs. E   

• Routers 
• Switches 
• Servers 
• Workstations 
• Network peripherals 

   

32. Identify, troubleshoot, and mitigate problems as they arise on the 
EOV. E   

33. Extend command and control vehicle telecommunication services 
to remote sites as needed. E   
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Behavior/Activity: Assist in site setup per instructions from the immediate supervisor 

Competency: Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Work alongside support personnel to achieve unity of effort on 
technical best practices. I   

• Disaster response (DR) 
• Regional IT specialists 
• Incident Management Assistance Team (IMAT) 
• Interagency 
• Intra-agency 

   

35. Install cables in accordance with the design plan. E   

• Network cables 
• Phone cables 
• Crossover cables 
• Institute of Electrical & Electronics Engineers (IEEE) standards 

   

36. Terminate and test cables to end-point designation with proper 
labeling in accordance with the design plan. E   

• 568 A/B standards 
• Registered Jack (RJ), Radio Grade (RG), biscuit jack terminations 
• Devices/nodes 
• Patch panel 
• 110/66 blocks 

   

37. Update workstation configurations based on operational 
requirements. I   

• Training requirements 
• Exercise requirements 
• Area Field Office (AFO) requirements 
• Interim Operating Facility (IOF) requirements 
• Joint Field Office (JFO) requirements 
• Disaster Recovery Center (DRC) requirements 
• Staging areas 
• Environmental requirements 

   

38. Install Internet protocol (IP)-based devices in accordance with the 
design plan and security protocols. E   

• Printers 
• Multifunctional printers/scanners 
• Broadband hardware clients 
• Hardware virtual private network (VPN) clients 
• Wireless 
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39. Configure and label IP-based devices IAW MERS Detachment 
SOPs. E   

• Naming convention 
• IP assignment 
• Broadband hardware clients 
• Hardware VPN clients 

   

40. Document installation and configuration details for future 
reference. E   

• Troubleshooting 
• Future use of same location 
• Transition continuity 
• Expansion 
• Demobilization 

   

41. Establish network connectivity for external facilities. I   

• IOF 
• DRC 
• AFO 
• Staging area 
• Emergency Operation Center (EOC) 

   

    

Behavior/Activity: Assist in the setup of the DRC 

Competency: Communication-Verbal (C4); Customer Focus (C6) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Coordinate with the regional DRC coordinator to establish DRC 
needs. I   

43. Coordinate with local officials to meet DRC operational needs. I   

44. Coordinate with local service providers to meet DRC operational 
needs. I   

• Telephone 
• Electrical Service Providers 
• Cable antenna television (CATV) 
• Information service provider (ISP) 

   

45. Perform a site survey to determine the appropriateness and site-
specific needs of DRC locations IAW MERS Detachment SOPs. I   

• Site layout 
• Network connectivity requirements 
• DMARC (demarcation point) location 
• Power requirements 
• Other utilities 
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Behavior/Activity: Transition mission requirements and/or transition to home station effectively 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Assist the MERS Coordinator to obtain and disseminate 
information for MERS departure and or transition requirements. E   

47. Help identify and solicit appropriate information needed for 
transition or departure. E   

48. Draft and send applicable reports before, during, and after 
transition and or departure.  E   

    

Behavior/Activity: Recover properly from the incident or deployment 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Notify MERS Operations when arriving at home station. E   

50. Prepare and submit the final travel voucher per federal travel 
guidelines. E   

51. Prepare and submit to Logistics all vehicle and equipment 
maintenance forms IAW MERS Detachment SOPs. E   

52. Prepare and submit all reconstitution requests for supplies, basic 
loads, equipment and vehicles IAW MERS Detachment SOPs. E   

53. Repack, test, and properly store equipment and vehicles IAW 
MERS Detachment SOPs. E   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

MERS IT Specialist 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

MERS IT Specialist 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

MERS IT Specialist 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

MERS Logistics Manager (MELM) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for mission prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Ensure all personnel have material and personal items necessary 
for deployment. E   

• Personal and health items in accordance with (IAW) Mobile 
Emergency Response Support (MERS) Detachment standard operating 
procedures (SOPs) for a period of 30 days 

• FEMA badge 
• Common Access Card (CAC) 
• Commercial Driver’s License (CDL) 
• Passport 
• Shot records 
• Government credit card(s) 

   

2. Provide the mission briefing to deploying MERS Detachment 
personnel. E   

• Concept 
• Timeline 
• Requirements 
• Safety 
• Security 
• Routes 
• Logistics 
• Communications 
• Command and control (C2) 
• Weather 
• Lodging 
• Any special instructions IAW MERS Detachment SOPs 

   

3. Ensure that vehicles and equipment are prepared for deployment 
IAW MERS Detachment checklists and SOPs. E   

4. Ensure that the convoy is briefed IAW convoy MERS Detachment 
SOPs. E   

5. Ensure that personnel review and conform to Chapter 2 of the 
Incident Management Handbook (IMH), “Common 
Responsibilities,” as it applies to the MERS. 

E 
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Behavior/Activity: Understand, use, and comply with Incident Command System (ICS) concepts, principles, 
and processes 

Competency: Incident Command Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

6. Demonstrate appropriate level of ICS knowledge. E   

• Organizational structure 
• Principles 
• Positions 

   

7. Use common terminology. E   

8. Maintain appropriate span of control. I   

9. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Provide for the safety, security, welfare, and accountability of 
subordinates. E   

11. Recognize and communicate potentially hazardous situations. E   

12. Develop and communicate emergency procedures consistent with 
the safety security plans. E   

13. Verify that special precautions are taken when hazards exist. E   

14. Use personal protective equipment (PPE) when appropriate. E   

15. Safeguard property and equipment. E   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate professional and appropriate verbal communication 
consistently. E   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

17. Demonstrate professional and appropriate non-verbal 
communication consistently. E   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

18. Ask clarifying questions to ensure accurate understanding of 
directions. E   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

19. Share current information with co-workers and immediate 
supervisor. E   

20. Be an effective team player. E   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Exhibit principles of duty, integrity, and respect. E   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

22. Explain each subordinate’s assignments in the context of the 
bigger picture. E   

23. Establish work assignments and set priorities. E   

24. Establish and communicate basic work guidelines. E   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

25. Keep subordinates informed of decisions, actions, and changes that 
affect them. E   

26. Provide continuous feedback on performance. E   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

27. Ensure that personnel receive needed training and coaching. E   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

28. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. E   

29. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. E   
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30. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. E   

31. Monitor employee performance to assess the need for possible rest 
or rotation. E   

    

Behavior/Activity: Establish and maintain ethical behavior 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. E   

33. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences 
according to the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

E 
  

34. Exhibit appropriate public stewardship of taxpayer dollars. E   

    

Behavior/Activity: Ensure that the organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Participate in mission analysis to determine if the organizational 
structure is appropriate. I   

• Specified tasks 
• Implied tasks 

   

36. Ensure that direct report staff are qualified to perform assigned 
positions. I   

37. Discuss findings and recommendations with immediate supervisor. I   

38. Make any necessary organizational adjustments. I   

39. Keep immediate supervisor and assigned personnel informed of 
organizational changes. I   

40. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. I   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. I   

42. Hold personnel accountable for execution of assigned tasks. I   

43. Delegate specific authority based on the assigned tasks to assigned 
subordinates. I   

44. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. I   

45. Request additional resources or release surplus resources. I   

46. Address logistical problems that subordinates report. I   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. I   

48. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. I   

49. Ensure that the work completed is consistent with direction and 
policy. I   

• Immediate supervisor’s direction 
• FEMA policies 

   

50. Keep assigned personnel informed of changes. I   

51. Notify immediate supervisor of personnel status changes when 
they occur. I   

52. Make recommendations for next operational period to immediate 
supervisor. I   
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Behavior/Activity: Ensure all relevant information is exchanged during mission briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Attend scheduled briefings as required. I   

54. Brief subordinates on information relevant to their mission. I   

• Concept of the operation 
• Discuss safety considerations or hazards situations 
• Discuss security considerations 
• Discuss logistics considerations 

   

55. Check mission status with subordinates as appropriate. I   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• Security issues 
• Recommendations and limiting factors 

   

56. Brief immediate supervisor on mission status. I   

    

Behavior/Activity: Ensure the operational readiness of the MERS logistics function 

Competency: Manage & Organize Information (C18); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Develop deployment budgets. E   

58. Review and implement policies, plans, and procedures. E   

59. Establish training and exercise requirements. E   

60. Ensure equipment readiness. E   
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Behavior/Activity: Manage the logistics function of the MERS response 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

61. Oversee the operation of deployed logistics disciplines. E   

62. Oversee the procurement and property accountability functions. E   

    

Behavior/Activity: Oversee the budget and acquisition of funding based on operational requirements 

Competency: Manage & Organize Information (C18); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Estimate deployment costs. E   

• Fuel consumptions 
• Fleet repairs 
• Resupply needs 

   

64. Acquire funding. E   

• Requisition and Commitment for Services and Supplies (FEMA Form 
40-01) 

• Requisition for Supplies, Equipment, Services, Personnel and/or Teams 
(FEMA Form 143-0-1) 

• Enterprise Coordination and Approvals Processing System (ECAPS) 

   

65. Track available funds. E   
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

66. Negotiate the timing of transition. I   

67. Provide for adequate overlap to ensure the efficient transfer of 
duties. I   

68. Brief replacement on current situation. I   

69. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

70. Ensure that an effective transition of duties is accomplished. I   

71. Notify immediate supervisor when the transition is complete. I   

 

 

Behavior/Activity: Properly recover from an incident or deployment 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Notify MERS Operations immediately upon arriving at home 
station. I   

73. Ensure that all personnel prepare and submit the final travel 
voucher per federal travel guidelines. I   

74. Ensure that all personnel prepare and submit to Logistics all 
vehicle and equipment maintenance forms IAW MERS 
Detachment SOPs. 

I 
  

75. Ensure that reconstitution requests for supplies, basic loads, 
equipment and vehicles are submitted IAW MERS Detachment 
SOPs. 

I 
  

76. Ensure that personnel repack, test, and properly store equipment 
and vehicles IAW MERS Detachment SOPs. I   

77. Identify topics, issues, and concerns of potential relevance to 
assignment. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

MERS Logistics Manager 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

MERS Logistics Manager 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

MERS Logistics Manager 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

MERS Logistics Management Specialist (MELS) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for mission prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain material and personal items necessary for the deployment. E   

• Personal and health items in accordance with (IAW) Mobile 
Emergency Response Support (MERS) Detachment standard operating 
procedures (SOPs) for a period of 30 days 

• FEMA badge 
• Common Access Card (CAC) 
• Commercial Driver’s License (CDL) 
• Passport 
• Shot records 
• Government credit card(s) 

   

2. Obtain the mission briefing. E   

• Concept 
• Timeline 
• Requirements 
• Safety 
• Security 
• Routes 
• Logistics 
• Communications 
• Command and control (C2) 
• Weather 
• Any special instructions IAW MERS Detachment SOPs 

   

3. Prepare vehicles and equipment IAW MERS Detachment 
checklists and SOPs. E   

4. Obtain the convoy briefing IAW convoy MERS Detachment 
SOPs. E   

5. Review and conform to Chapter 2 of the Incident Management 
Handbook (IMH), “Common Responsibilities,” as it applies to the 
MERS. 

E 
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Behavior/Activity: Understand, use, and comply with Incident Command System (ICS) concepts principles, 
and processes 

Competency: Incident Command Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

6. Demonstrate appropriate level of ICS knowledge. E   

• Organizational structure 
• Principles 
• Positions 

   

7. Use common terminology. E   

    

Behavior/Activity: Follow established safety and security procedures outlined in MERS Detachment SOPs 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Recognize potentially hazardous situations commonly associated 
with working around MERS vehicles and equipment. E   

9. Recognize potentially dangerous conditions that exist in and 
around the mission location, and report them to the supervisor 
and/or Detachment Safety Officer. 

E 
  

10. Safeguard and secure property and equipment at all times. E   

11. Demonstrate a knowledge of Communications Security 
(COMSEC) principles and report procedures for violations. E   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate professional and appropriate verbal communication 
consistently. E   

13. Demonstrate professional and appropriate non-verbal 
communication consistently. E   

14. Ask clarifying questions to ensure accurate understanding of any 
mission request or requirement. E   
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15. Be an effective team player. E   

16. Always refer questions from non-FEMA personnel to the FEMA 
Helpline or applicable recovery center for assistance. E   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

17. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. E   

18. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences 
according to the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

E 
  

19. Exhibit appropriate public stewardship of taxpayer dollars. E   

    

Behavior/Activity: Budget and acquire funding based on operational requirements 

Competency: Analysis/Reasoning (C2); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Estimate deployment costs. E   

• Fuel consumptions 
• Fleet repairs 
• Resupply needs 

   

21. Acquire funding. E   

• Requisition and Commitment for Services and Supplies (FEMA Form 
40-01) 

• Requisition for Supplies, Equipment, Services, Personnel and/or Teams 
(FEMA Form 143-0-1) 

• Enterprise Coordination and Approvals Processing System (ECAPS) 

   

22. Track available funds. E   
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Behavior/Activity: Order supplies, equipment, personnel, teams, services, or commodities as instructed by 
immediate supervisor 

Competency: Attention to Detail (C3); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Review the details of the customer order. E   

• Determine full details 
• Understand action requested 
• Clarify time requirements 
• Justification 
• Clarify delivery instructions 

   

24. Determine the best source for procurement. E   

• Internal FEMA 
• Other federal agencies 
• DHS Advantage 
• Local vendors 

   

25. Place order. E   

• Internal FEMA request system 
• Mission Assignment 
• Purchase card 
• Blanket purchase agreement 

   

26. Track the status of outstanding orders. E   

• Vendor commitments 
• Contact vendor 
• Internal systems 
• Bill of lading 

   

27. Track the receipt and delivery of order. E   

• Retrieve receiving document 
• Bill of lading 

   

28. Correct order discrepancies. E   

• Damaged 
• Incorrect quantities 
• Incorrect item 

   

29. Close out the order. E   

• All documents are finalized with required signatures 
• Card holders reconcile payment records 
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Behavior/Activity: Maintain file copies of purchase documents 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Maintain the log of FEMA Form 143-0-1s. E   

    

Behavior/Activity: Maintain vendor contract files and associated paperwork 

Competency: Attention to Detail (C3); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Process invoices. E   

• Receive the invoice 
• Approve the invoice 
• Forward the approval to finance for payment 
• Record the invoice payment in the reconciliation log 

   

32. Maintain contract files. E   

• Original contract 
• Contract modifications 
• All correspondence 
• Maintenance paperwork 
• Reconciliation log for funds being spent 
• Funding documents 
• Invoices 

   

33. Notify immediate supervisor when additional funds are required to 
meet contractual requirements. E   

    
Behavior/Activity: Planning and implementing convoy operations 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Coordinate the convoy deployment routes as directed. E   

35. Coordinate with the MERS Communication Manager on convoy 
communications. E   

• Radio assignments 
• Call signs 
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36. Coordinate with MERS managers on equipment load-out and 
configuration. E   

37. Assists the Logistics Manager with implementing plans and 
procedures regarding deployment methods. E   

• Collect the pre-deployment convoy checklist 
• Issue any needed fleet cards 
• E-Task 

   

    

Behavior/Activity: Assist in the setup of disaster facilities 

Competency: Customer Focus (C6); Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Ensure the delivery of logistics center (LC) trailers to disaster 
facilities to meet operational requirements. E   

39. Assist Logistics with the placement of MERS-delivered equipment 
within the disaster facility. E   

    

Behavior/Activity: Transition mission requirements and/or transition to home station effectively 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Assist the MERS Coordinator to obtain and disseminate 
information for MERS departure and/or transition requirements. E   

41. Help identify and solicit the appropriate information needed for 
transition or departure. E   

42. Draft and send applicable reports before, during, and after 
transition and or departure. E   
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Behavior/Activity: Recover properly from an incident or deployment 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Notify MERS Operations when arriving at home station. E   

44. Prepare and submit the final travel voucher per federal travel 
guidelines. E   

45. Prepare and submit to Logistics all vehicle and equipment 
maintenance forms IAW MERS Detachment SOPs. E   

46. Prepare and submit all reconstitution requests for supplies, basic 
loads, equipment and vehicles IAW MERS Detachment SOPs. E   

47. Repack, test, and properly store equipment and vehicles IAW 
MERS Detachment SOPs. E   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

MERS Logistics Management Specialist 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

MERS Logistics Management Specialist 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 



MERS LOGISTICS MANAGEMENT SPECIALIST (MELS) 21 November 2011, Revised 

16 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

MERS Logistics Management Specialist 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

MERS Automotive-Diesel Mechanic Specialist 
(MEMS) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for mission prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain material and personal items necessary for the deployment. E   

• Personal and health items in accordance with (IAW) Mobile 
Emergency Response Support (MERS) Detachment standard operating 
procedures (SOPs) for a period of 30 days 

• FEMA badge 
• Common Access Card (CAC) 
• Commercial Driver’s License (CDL) 
• Passport 
• Shot records 
• Government credit card(s) 

   

2. Obtain mission briefing. E   

• Concept 
• Timeline 
• Requirements 
• Safety 
• Security 
• Routes 
• Logistics 
• Communications 
• Command and control (C2) 
• Weather 
• Any special instructions IAW MERS Detachment SOPs 

   

3. Prepare vehicles and equipment IAW MERS Detachment 
checklists and SOPs. E   

4. Obtain convoy briefing IAW convoy MERS Detachment SOPs. E   

5. Review and conform to Chapter 2 of the Incident Management 
Handbook (IMH), “Common Responsibilities,” as it applies to the 
MERS. 

E 
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Behavior/Activity: Understand, use, and comply Incident Command System (ICS) concepts principles, and 
processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

6. Demonstrate appropriate level of ICS knowledge. E   

• Organizational structure 
• Principles 
• Positions 

   

7. Use common terminology. E   

    

Behavior/Activity: Follow established safety and security procedures outlined in MERS Detachment SOPs 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Recognize potentially hazardous situations commonly associated 
with working around MERS vehicles and equipment. E   

9. Recognize potentially dangerous conditions that exist in and 
around the mission location, and report them to your supervisor 
and/or Detachment Safety Officer. 

E 
  

10. Safeguard and secure property and equipment at all times. E   

11. Demonstrate knowledge of Communications Security (COMSEC) 
principles and report procedures for violations. E   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate professional and appropriate verbal communication 
consistently. E   

13. Demonstrate professional and appropriate non-verbal 
communication consistently. E   

14. Ask clarifying questions to ensure accurate understanding of any 
mission request or requirement. E   
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15. Be an effective team player. E   

16. Always refer questions from non-FEMA personnel to the FEMA 
Helpline or applicable recovery center for assistance. E   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

17. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. E   

18. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

E 
  

19. Exhibit appropriate public stewardship of taxpayer dollars. E   

    

Behavior/Activity: Conduct pre-deployment fleet management 

Competency: Manage & Organize Information; Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Maintain preventive maintenance plans, procedures, and checklists 
for vehicles. E   

21. Implement preventive maintenance plans, procedures, and 
checklists for vehicles at home base, en route to the deployed site, 
and at the deployed site. 

E 
  

22. Assemble and package equipment, tools, and consumables needed 
for vehicles identified for deployment. E   

23. Address pre-deployment inspection issues. E   
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Behavior/Activity: Support resource movement operations 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Provide unscheduled maintenance to vehicles en route to the 
disaster. E   

25. Demonstrate an understanding of convoy SOPs. E   

26. Conduct convoy fueling operations en route. E   

    

Behavior/Activity: Support ongoing disaster response operations 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Assist in the determination of vehicle placement to meet 
operational needs. E   

• Proximity to fuel 
• Hazards 
• Logistics issues 
• Safety precautions 

   

28. Fuel vehicles and equipment on-site. E   

29. Conduct fuel-replenishing operations. E   

30. Assess the condition of vehicles upon arrival. E   

31. Maintain vehicles and assist with the generators’ maintenance 
while deployed. E   

32. Maintain vehicle maintenance records while deployed. E   

33. Demonstrate problem solving and mitigation as it relates to 
breakdowns, accidents, etc. E   
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Behavior/Activity: Effectively transition mission requirements and or transition to home station 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Assist the MERS Coordinator to obtain and disseminate 
information for MERS departure and or transition requirements. E   

35. Help identify and solicit appropriate information needed for 
transition or departure. E   

36. Draft and send applicable reports before, during, and after the 
transition and/or departure. E   

    

Behavior/Activity: Recover properly from an incident or deployment 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Notify MERS Operations when arriving at home station. E   

38. Prepare and submit final travel voucher per federal travel 
guidelines. E   

39. Prepare and submit all vehicle and equipment maintenance forms 
to Logistics in accordance with  MERS Detachment SOPs. E   

40. Prepare and submit all reconstitution requests for supplies, basic 
loads, equipment and vehicles in accordance with MERS 
Detachment SOPs. 

E 
  

41. Repack, test, and properly store equipment and vehicles in 
accordance with MERS Detachment SOPs. E   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

MERS Automotive-Diesel Mechanic Specialist 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

MERS Automotive-Diesel Mechanic Specialist 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

MERS Automotive-Diesel Mechanic Specialist 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

MERS Operations Specialist (MEOS) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for mission prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain material and personal items necessary for the deployment. E   

• Personal and health items in accordance with (IAW) Mobile 
Emergency Response Support (MERS) Detachment standard operating 
procedures (SOPs) for a period of 30 days 

• FEMA badge 
• Common Access Card (CAC) 
• Commercial Driver’s License (CDL) 
• Passport 
• Shot records 
• Government credit card(s) 

   

2. Obtain the mission briefing. E   

• Concept 
• Timeline 
• Requirements 
• Safety 
• Security 
• Routes 
• Logistics 
• Communications 
• Command and control (C2) 
• weather 
• Any special instructions IAW MERS Detachment SOP 

   

3. Prepare vehicles and equipment IAW MERS Detachment 
checklists and SOPs. E   

4. Obtain the convoy briefing IAW convoy MERS Detachment 
SOPs. E   

5. Review and conform to Chapter 2 of the Incident Management 
Handbook (IMH), “Common Responsibilities,” as it applies to the 
MERS. 

E 
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Behavior/Activity: Understand, use, and comply with Incident Command System (ICS) concepts principles, 
and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

6. Demonstrate appropriate level of ICS knowledge. E   

• Organizational structure 
• Principles 
• Positions 

   

7. Use common terminology. E   

    

Behavior/Activity: Follow established safety and security procedures outlined in MERS Detachment SOPs 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Recognize potentially hazardous situations commonly associated 
with working around MERS vehicles and equipment. E   

9. Recognize potentially dangerous conditions that exist in and 
around the mission location, and report them to the supervisor 
and/or Detachment Safety Officer. 

E 
  

10. Safeguard and secure property and equipment at all times. E   

11. Demonstrate a knowledge of Communications Security 
(COMSEC) principles and report procedures for violations. E   

    

Behavior/Activity:  Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate professional and appropriate verbal communication 
consistently. E   

13. Demonstrate professional and appropriate non-verbal 
communication consistently. E   

14. Ask clarifying questions to ensure accurate understanding of any 
mission request or requirement. E   
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15. Be an effective team player. E   

16. Always refer questions from non-FEMA personnel to the FEMA 
Helpline or applicable recovery center for assistance. E   

    

Behavior/Activity: Establish and maintain ethical behavior 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

17. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. E   

18. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences 
according to the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

E 
  

19. Exhibit appropriate public stewardship of taxpayer dollars. E   

    
Behavior/Activity: Maintain situational awareness of the incident area 

Competency: Analysis/Reasoning (2); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Access open-source and emergency management information 
sources to provide a Common Operating Picture (COP) for the 
MERS. 

E 
  

• Media 
• Internet/intranet 
• COP collaboration websites (Web Emergency Operations Center 

[EOC]) 
• Incident/situation reports 
• Regional Emergency Communications Coordinator (RECC) 

   

21. Analyze available information for situational and operational 
impact. E   

• Accuracy 
• Mission needs 

   

22. Track the location and status of MERS deployed resources. E   

• People 
• Vehicles 
• Major equipment and supplies 
• Mission Assignments 
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Behavior/Activity: Assist the MERS Coordinator with command and control 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Obtain and communicate relevant forward deployment information 
as required. I   

• Work site 
• Major vehicles, equipment, and supplies 
• Route planning 
• Lodging 

   

24. Track personnel and resources. E   

• Automated Deployment Database (ADD) 
• Situational awareness products 
• Reports 

   

25. Resolve questions from incident support partners. E   

• Home station 
• National Watch Center (NWC) 
• Adjacent area of responsibility (AOR) 
• Other MERS detachments 

   

    

Behavior/Activity: Create and maintain documentation per established MERS guidelines 

Competency: Incident Action Planning (C11); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Create and submit reports per the the MERS Reports Guide 
(MRG). E   

• MERS Operational Status Report (MOSR) 
• Deployed Assets Report (DAR) 
• Priority assets location map (PALM) 
• Movement reports 

   

27. Create and submit reports per MERS Watch SOPs. E   

28. Facilitate the MERS interface with the Incident Action Plan (IAP) 
process. I   

29. Create and submit MERS reports to the Documentation Unit 
(DOCL) for inclusion in situation report. I   
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Behavior/Activity: Demonstrate operator-level proficiency on deployed systems and applications 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Utilize appropriate approved applications to create and submit 
MERS support and report products. E   

• Microsoft Office suite 
• Mapping software 

   

31. Access the FEMA network using appropriate available 
connectivity. E   

• Wireless virtual private network (VPN) 
• Mobile device tethering VPN 
• Wired commercial Internet VPN 
• FEMA network 

   

32. Initiate a video teleconference (VTC). E   

• From directory 
• Using Internet protocol (IP) address 

   

33. Set up and complete successful point-to-point connectivity using 
tactical radio frequency (RF) devices. E   

• Satellite phones 
• Iridium 
• International Marine Satellite (INMARSAT) 
• LMR Radios 

   

    
Behavior/Activity: Demonstrate the ability to properly set up and shut down the MERS command and 

control vehicles 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Perform the initial setup and shutdown of the Mobile Emergency 
Response Vehicle (MEOV) per SOPs. E   

• Physical expansion/closure 
• Generator or shore power 
• Equipment power on/off sequence 

   

35. Perform the initial setup and shutdown of the Incident Response 
Vehicle (IRV) per SOPs. E   

• Physical expansion/closure 
• Generator or shore power 
• Equipment power on/off sequence 
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36. Perform the initial setup and shutdown of the Emergency 
Operations Vehicle (EOV) per SOPs. E   

• Physical expansion/closure 
• Generator or shore power 
• Equipment power on/off sequence 

   

37. Coordinate with other supporting elements as applicable to meet 
vehicle operational needs. E   

• Logistics – power requirements 
• RF – wide area connectivity needs 
• National Network Operations Center (NNOC) – FEMA-specific wide 

area connectivity needs 

   

    

Behavior/Activity: Demonstrate the ability to properly operate the MERS command and control vehicles 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Operate the MEOV per Detachment SOPs. E   

• Satellite Antenna Television (SATV) 
• VTC 
• Network server  
• Network workstations 
• Network peripherals 
• Land mobile radios (LMRs) 

   

39. Operate the IRV per Detachment SOPs. E   

• SATV 
• VTC 
• Network server  
• Network workstations 
• Network peripherals 
• LMRs 

   

40. Operate the EOV as applicable per Detachment SOPs. E   

• SATV 
• VTC 
• Network server  
• Network workstations 
• Network peripherals 
• LMRs 
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Behavior/Activity: Transition mission requirements and/or transition to home station effectively 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Assist the MERS Coordinator to obtain and disseminate 
information for MERS departure and/or transition requirements. E   

42. Help identify and solicit the appropriate information needed for 
transition or departure. E   

43. Draft and send applicable reports before, during, and after 
transition and or departure. E   

    

Behavior/Activity: Recover from an incident or deployment properly 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Notify MERS Operations when arriving at home station. E   

45. Prepare and submit the final travel voucher per federal travel 
guidelines. E   

46. Prepare and submit to Logistics all vehicle and equipment 
maintenance forms IAW MERS Detachment SOPs. E   

47. Prepare and submit all reconstitution requests for supplies, basic 
loads, equipment and vehicles IAW Detachment SOPs. E   

48. Repack, test, and properly store equipment and vehicles IAW 
MERS Detachment SOPs. E   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

MERS Operations Specialist 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

MERS Operations Specialist 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

MERS Operations Specialist 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

MERS Disaster Preparedness Manager (MEPM) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for mission prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Ensure all personnel have material and personal items necessary 
for deployment. E   

• Personal and health items in accordance with (IAW) Mobile 
Emergency Response Support (MERS) Detachment standard operating 
procedures for a period of 30 days 

• FEMA badge 
• Common Access Card (CAC) 
• Commercial Driver’s License (CDL) 
• Passport 
• Shot records 
• Government credit card(s) 

   

2. Provide the mission briefing to deploying MERS Detachment 
personnel. E   

• Concept 
• Timeline 
• Requirements 
• Safety 
• Security 
• Routes 
• Logistics 
• Communications 
• Command and control (C2) 
• Weather 
• Lodging 
• Any special instructions IAW MERS Detachment SOPs 

   

3. Ensure that vehicles and equipment are prepared for deployment 
according to MERS Detachment checklists and SOPs. E   

4. Ensure that the convoy is briefed IAW convoy MERS Detachment 
SOPs. E   

5. Ensure that personnel review and conform to Chapter 2 of the 
Incident Management Handbook (IMH), “Common 
Responsibilities,” as it applies to the MERS. 

E 
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Behavior/Activity: Understand, use, and comply with Incident Command System (ICS) concepts principles, 
and processes 

Competency: Incident Command Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

6. Demonstrate appropriate level of ICS knowledge. E   

• Organizational structure 
• Principles 
• Positions 

   

7. Use common terminology. E   

8. Maintain appropriate span of control. I   

9. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Provide for the safety, security, welfare, and accountability of 
subordinates. E   

11. Recognize and communicate potentially hazardous situations. E   

12. Develop and communicate emergency procedures consistent with 
the safety security plans. E   

13. Verify that special precautions are taken when hazards exist. E   

14. Use personal protective equipment (PPE) when appropriate. E   

15. Safeguard property and equipment. E   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate professional and appropriate verbal communication 
consistently. E   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

17. Demonstrate professional and appropriate non-verbal 
communication consistently. E   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

18. Ask clarifying questions to ensure accurate understanding of 
directions. E   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

19. Share current information with co-workers and immediate 
supervisor. E   

20. Be an effective team player. E   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Exhibit principles of duty, integrity, and respect. E   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

22. Explain each subordinate’s assignments in the context of the 
bigger picture. E   

23. Establish work assignments and set priorities. E   

24. Establish and communicate basic work guidelines. E   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

25. Keep subordinates informed of decisions, actions, and changes that 
affect them. E   

26. Provide continuous feedback on performance. E   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

27. Ensure that personnel receive needed training and coaching. E   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

28. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. E   

29. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. E   
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30. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. E   

31. Monitor employee performance to assess the need for possible rest 
or rotation. E   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. E   

33. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences 
according to the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

E 
  

34. Exhibit appropriate public stewardship of taxpayer dollars. E   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Participate in mission analysis to determine if the organizational 
structure is appropriate. I   

• Specified tasks 
• Implied tasks 

   

36. Ensure that direct report staff are qualified to perform assigned 
positions. I   

37. Discuss findings and recommendations with immediate supervisor. I   

38. Make any necessary organizational adjustments. I   

39. Keep immediate supervisor and assigned personnel informed of 
organizational changes. I   

40. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. I   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. I   

42. Hold personnel accountable for execution of assigned tasks. I   

43. Delegate specific authority based on the assigned tasks to assigned 
subordinates. I   

44. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. I   

45. Request additional resources or release surplus resources. I   

46. Address logistical problems that subordinates report. I   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. I   

48. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. I   

49. Ensure that the work completed is consistent with direction and 
policy. I   

• Immediate supervisor’s direction 
• FEMA policies 

   

50. Keep assigned personnel informed of changes. I   

51. Notify immediate supervisor of personnel status changes when 
they occur. I   

52. Make recommendations for next operational period to immediate 
supervisor. I   

    

Behavior/Activity: Ensure all relevant information is exchanged during mission briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Attend scheduled briefings as required. I   
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54. Brief subordinates on information relevant to their mission. I   

• Concept of the operation 
• Discuss safety considerations or hazards situations 
• Discuss security considerations 
• Discuss logistics considerations 

   

55. Check mission status with subordinates as appropriate. I   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• Security issues 
• Recommendations and limiting factors 

   

56. Brief immediate supervisor on mission status. I   

    

Behavior/Activity: Manage the MERS Detachment Hazardous Material (HAZMAT)/Weapons of Mass 
Destruction (WMD) program  

Competency: Attention to Detail (C3); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Ensure the readiness of the HAZMAT/WMD mission capability. E   

• Decontamination line 
• Entry team 
• Plume modeling capability 
• Medical requirements 
• Command and control 

   

58. Manage on-hand inventory of equipment and consumables. E   

59. Manage preventive maintenance plans, procedures, and checklists. E   

60. Oversee the detection equipment calibration program. E   

61. Conduct operational checks on equipment. E   
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Behavior/Activity: Analyze the HAZMAT/WMD incident to determine the complexity of the problem and 
potential outcomes 

Competency: Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Collect and interpret hazard and response information. E   

63. Estimate potential outcomes. E   

    
Behavior/Activity: Plan a HAZMAT/WMD response within the capabilities of available personnel, personnel 

protective equipment, and control equipment 

Competency: Decision Making & Judgment (C7); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Determine the response objectives. E   

• Defensive 
• Offensive 
• Non-intervention 

   

65. Develop response options. E   

66. Determine PPE requirements for the incident. E   

67. Determine the decontamination procedure requirements for the 
hazard. E   

68. Develop the HAZMAT/WMD plan of action. E   

69. Load HAZMAT/WMD equipment per MERS Detachment SOPs. E   

    
Behavior/Activity: Manage the implementation of the planned HAZMAT/WMD response to favorably 

change the outcomes consistent with the MERS Detachment SOPs 

Competency: Leadership (C16); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Deploy the MERS HAZMAT/WMD response assets. E   

71. Supervise the operations of all HAZMAT/WMD response 
resources. E   

72. Liaise with other HAZMAT/WMD response teams. E   

73. Act as the focal point for technical information. E   
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Behavior/Activity: Evaluate the progress of the HAZMAT/WMD Incident Response Plan 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Evaluate the effectiveness of the HAZMAT/WMD response 
operations. E   

75. Modify the HAZMAT/WMD Incident Response Plan as required. E   

    

Behavior/Activity: Terminate the HAZMAT/WMD incident response  

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Terminate HAZMAT/WMD response operations. E   

77. Conduct a debriefing. E   

78. Complete and forward the required incident reports and documents 
on the incident. E   

• After-action report 
• Lessons learned 

   

    

Behavior/Activity: Conducts safety, health, and environmental hazard assessment to anticipate, recognize 
and control occupational hazards and environmental risks 

Competency: Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Conduct workplace surveys and hazard assessments of all 
applicable operations. I   

• Job hazard analysis (JHA) 
• Safety and health checklists 
• Use of SOPs 

   

80. Respond to employee safety, health, and environmental concerns 
and complaints. I   

81. Gather data to be used in the development of plans. I   
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Behavior/Activity: Identify corrective actions to remediate, abate, and/or substitute the hazard 

Competency: Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Determine the type of control required for the hazard. I   

• Administrative 
• Substitution 
• Engineering 
• PPE 

   

    

Behavior/Activity: Develop the MERS Detachment Safety plans and programs 

Competency: Communication-Written (C5); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

83. Develop the disaster-specific Health and Safety Plan (HASP), 
based on hazard assessment data. I   

84. Develop other safety plans and programs, as required. I   

• Spill prevention control and countermeasure (SPCC) 
• Respiratory protection 
• Exposure monitoring 
• Lock-out tag-out 
• Storm water 
• Hazardous waste 
• Hazard Communications (HAZCOMM) 

   

85. Develop safety briefings. I   

• Emails 
• Messages 

   

86. Provide input to the MERS Incident Action Plan (IAP), as 
required. I   
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Behavior/Activity: Manage the implementation of the MERS Detachment safety plans and programs  

Competency: Implement Workplace Safety (C10); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

87. Oversee the disaster-specific HASP, based on hazard assessment 
data. I   

88. Oversee other safety plans and programs, as required. I   

• SPCC 
• Respiratory protection 
• Exposure monitoring 
• Lock-out tag-out 
• Storm water 
• Hazardous waste 
• HAZCOM 

   

    

Behavior/Activity: Complete accident/incident investigations and documentation for the MERS  

Competency: Communication-Written (C5); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Facilitate injury, illness, environmental releases and/or fire-related 
loss/incident data collection and trend analysis of incidents 
involving MERS personnel. 

E 
  

90. Maintain the Occupational Safety and Health Administration 
(OSHA) 300 and 301 logs. E   

91. Maintain the vehicle accident log. E   

92. Review Notice of Traumatic Injury (CA-1), Notice of 
Occupational Disease and Claim for Compensation (CA-2), Motor 
Vehicle Accident Report (Standard Form 91), and investigation 
reports. 

E 
  

93. Complete accident/ incident investigations and documentation for 
each accident/incident and near-miss as directed. E   
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Negotiate the timing of transition. I   

95. Provide for adequate overlap to ensure the efficient transfer of 
duties. I   

96. Brief replacement on current situation. I   

97. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

98. Ensure that an effective transition of duties is accomplished. I   

99. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Recover properly from an incident or deployment 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

100. Notify MERS Operations when you have arrived at home station. I   

101. Ensure that all personnel prepare and submit the final travel 
voucher per federal travel guidelines. I   

102. Ensure that all personnel prepare and submit to Logistics all 
vehicle and equipment maintenance forms IAW MERS 
Detachment SOPs. 

I 
  

103. Ensure that reconstitution requests for supplies, basic loads, 
equipment and vehicles are submitted IAW MERS Detachment 
SOPs. 

I 
  

104. Ensure that personnel repack, test, and properly store equipment 
and vehicles IAW MERS Detachment SOPs. I   

105. Identify topics, issues, and concerns of potential relevance to the 
assignment. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

MERS Disaster Preparedness Manager 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

MERS Disaster Preparedness Manager 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

MERS Disaster Preparedness Manager 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

MERS RF Electronics Technician Specialist (MERE) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for mission prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain material and personal items necessary for the deployment. E   

• Personal and health items in accordance with (IAW) Mobile 
Emergency Response Support (MERS) Detachment standard operating 
procedures (SOPs) for a period of 30 days 

• FEMA badge 
• Common Access Card (CAC) 
• Commercial Driver’s License (CDL) 
• Passport 
• Shot records 
• Government credit card(s) 

   

2. Obtain the mission briefing. E   

• Concept 
• Timeline 
• Requirements 
• Safety 
• Security 
• Routes 
• Logistics 
• Communications 
• Command and control (C2) 
• Weather 
• Any special instructions IAW MERS Detachment SOPs 

   

3. Prepare vehicles and equipment IAW MERS Detachment 
checklists and SOPs. E   

4. Obtain the convoy briefing IAW convoy MERS Detachment 
SOPs. E   

5. Review and conform to Chapter 2 of the Incident Management 
Handbook (IMH), “Common Responsibilities,” as it applies to the 
MERS. 

E 
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Behavior/Activity: Understand, use, and comply with ICS concepts principles, and processes 

Competency: Incident Command Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

6. Demonstrate appropriate level of ICS knowledge. E   

• Organizational structure 
• Principles 
• Positions 

   

7. Use common terminology. E   

    
Behavior/Activity: Follow established safety and security procedures outlined in MERS Detachment SOPs 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Recognize potentially hazardous situations commonly associated 
with working around MERS vehicles and equipment. E   

9. Recognize potentially dangerous conditions that exist in and 
around the mission location, and report them to the supervisor 
and/or Detachment Safety Officer. 

E 
  

10. Safeguard and secure property and equipment at all times. E   

11. Demonstrate a knowledge of Communications Security 
(COMSEC) principles and report procedures for violations. E   

    
Behavior/Activity:  Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate professional and appropriate verbal communication 
consistently. E   

13. Demonstrate professional and appropriate non-verbal 
communication consistently. E   

14. Ask clarifying questions to ensure accurate understanding of any 
mission request or requirement. E   

15. Be an effective team player. E   

16. Always refer questions from non-FEMA personnel to the FEMA 
Helpline or applicable recovery center for assistance. E   
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Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

17. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. E   

18. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences 
according to the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

E 
  

19. Exhibit appropriate public stewardship of taxpayer dollars. E   

    

Behavior/Activity: Perform proper radio frequency (RF) documentation functions according to MERS 
Detachment SOPs 

Competency: Communication-Written (C5) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Develop RF communications-specific documentation. E   

• Incident Radio Communications Plan (ICS 205) 
• Activity Log (ICS 214)  
• Radio log 
• Property Transfer Report (PTR) 

   

21. Create accurate documentation of RF systems. E   

• Equipment log 
• Repairs 
• Operating hours 
• Calibration and alignment 
• Modifications 

   

22. Coordinate with immediate supervisor on the submission of 
documents to appropriate personnel. E   

• Logistics 
• Operations 
• National Network Operations Center (NNOC) 
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Behavior/Activity: Follow established communications safety and security procedures 

Competency: Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Demonstrate the ability to properly ground communications 
equipment installed in accordance with R56 and NEC (National 
Electric Code) standards. 

E 
  

• Antennas 
• Lighting arrestors 
• Telco ties to radio equipment 
• Ancillary equipment and cabinets 
• Static discharge 

   

24. Identify hazards to equipment and personnel. E   

• Overhead lines 
• Trees 
• Guy wires 
• Extension cords 

   

25. Use proper RF safety measures. E   

• RF antenna fields 
• Satellite dish radiation pattern 

   

    

Behavior/Activity: Demonstrate the ability to properly operate RF equipment according to MERS 
Detachment SOPs 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Perform the initial setup, configuration, and shutdown of mobile 
satellite equipment. E   

27. Perform the initial setup, configuration, and shutdown of portable 
satellite equipment. E   

28. Perform the initial setup, configuration, and shutdown of portable 
land mobile radio (LMR) equipment. E   

• Repeaters 
• Comparator 
• Remote sets 
• Interoperable devices 
• Antenna systems 
• Trunking administration 
• Radio management 
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29. Perform the initial setup, configuration, and shutdown of portable 
LMR equipment. E   

30. Perform the initial setup, configuration, and shutdown of line of 
sight (LOS) equipment. E   

31. Perform the initial setup, configuration, and shutdown of high 
frequency (HF) equipment. E   

32. Identify frequency conflicts and report them to the immediate 
supervisor. E   

    
Behavior/Activity: Demonstrate the ability to properly set up and shut down the MERS command and 

control vehicles 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Perform the initial setup and shutdown of the Multi-Radio Vehicle 
(MRV) IAW MERS Detachment SOPs. E   

• Perform vehicle setup 
• Generator or shore power 
• Equipment power on/off sequence 

   

34. Perform the initial setup and shutdown of the Incident Response 
Vehicle (IRV) IAW MERS Detachment SOPs. E   

• Perform vehicle setup 
• Generator or shore power 
• Equipment power on/off sequence 

   

35. Perform the initial setup and shutdown of the Forward 
Communications Vehicle (FCV) IAW MERS Detachment SOPs. E   

• Perform vehicle setup 
• Generator or shore power 
• Equipment power on/off sequence 

   

36. Perform the initial setup and shutdown of the Mobile Emergency 
Response Vehicle (MEOV) IAW MERS Detachment SOPs. E   

• Physical expansion/closure 
• Perform vehicle setup 
• Generator or shore power 
• Equipment power on/off sequence 

   

37. Perform the initial setup and shutdown of the Large Emergency 
Operations Vehicle (LEOV) IAW MERS Detachment SOPs. E   

• Perform vehicle setup 
• Generator or shore power 
• Equipment power on/off sequence 
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38. Perform the initial setup and shutdown of the Emergency 
Operations Vehicle (EOV) IAW MERS Detachment SOPs. E   

• Physical expansion/closure 
• Perform vehicle setup 
• Generator or shore power 
• Equipment power on/off sequence 

   

39. Coordinate with other supporting elements to meet vehicle 
operational needs. E   

• Logistics – power requirements 
• Information Technology (IT) – wide area connectivity needs 
• NNOC – FEMA-specific wide area connectivity needs 

   

    

Behavior/Activity: Demonstrate the ability to properly operate the MERS command and control vehicles 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Operate the MRV IAW MERS Detachment SOPs. E   

• Satellite System 
• HF radio  
• LMR radios 
• ORBICOM 

   

41. Operate the IRV IAW Detachment SOPs. E   

• Video teleconference (VTC) 
• Video streaming 
• Network workstations 
• Network peripherals 
• LMR radios 
• iDirect Satellite 
• OnCall Satellite 
• Satellite antenna television (SATV) 

   

42. Operate the FCV IAW MERS Detachment SOPs. E   

• LMR radios 
• ACU-T tactical interconnect system 
• Broadband Global Area Network (BGAN)  
• SATV 

   

43. Operate the MEOV IAW MERS Detachment SOPs. E   

• VTC 
• LMR radios 
• ACU-2000 
• SATV 
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44. Operate the LEOV IAW MERS Detachment SOPs. E   

• VTC 
• LMR radios 
• SATV 

   

45. Operate the EOV IAW MERS Detachment SOPs. E   

• VTC 
• LMR radios 
• SATV 

   

    

Behavior/Activity: Provide input on the RF network system and design to meet operational requirements 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Provide input on the proper RF equipment placement. E   

• Antenna location 
• Vehicle location 

   

47. Assist immediate supervisor with determining mitigating 
frequency conflicts. I   

48. Inform immediate supervisor of RF resource operational 
requirements. E   

49. Assist immediate supervisor with meeting interoperability 
requirements. I   

• Hospitals 
• Air Operations 
• Other federal, state, tribal, and local agencies 

   

    

Behavior/Activity: Demonstrate the ability to properly configure and maintain RF equipment 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Configure satellite equipment IAW MERS Detachment SOPs. E   

• Transmit bandwidth 
• Antenna system 
• Modem programming 
• Power requirements 
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51. Configure LMR equipment IAW MERS Detachment SOPs. E   

• Verify radio programming data 
• Transmit bandwidth 
• Modem programming 

   

52. Configure HF equipment IAW MERS Detachment SOPs. E   

• Verify radio programming data 
• Transmit bandwidth 
• Modem programming 

   

53. Configure additional MERS equipment IAW MERS Detachment 
SOPs. E   

• LOS 
• Satellite television 
• Cable television (CATV) 

   

54. Identify, troubleshoot, and repair or mitigate problems as they 
appear on RF equipment. E   

    

Behavior/Activity: Transition mission requirements and/or transition to home station effectively 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Assist the MERS Coordinator to obtain and disseminate 
information for MERS departure and/or transition requirements. E   

56. Help identify and solicit the appropriate information needed for 
transition or departure. E   

57. Draft and send applicable reports before, during, and after 
transition and or departure. E   
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Behavior/Activity: Recover from the incident or deployment properly. 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

58. Notify MERS Operations when arriving at home station. E   

59. Prepare and submit the final travel voucher per federal travel 
guidelines. E   

60. Prepare and submit to Logistics all vehicle and equipment 
maintenance forms IAW MERS Detachment SOPs. E   

61. Prepare and submit all reconstitution requests for supplies, basic 
loads, equipment and vehicles IAWMERS Detachment SOPs. E   

62. Repack, test, and properly store equipment and vehicles IAW 
MERS Detachment SOPs. E   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

MERS RF Electronics Technician Specialist 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

MERS RF Electronics Technician Specialist 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

MERS RF Electronics Technician Specialist 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

MERS RF Telecommunications Specialist (MERT) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for mission prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain material and personal items necessary for the deployment. E   

• Personal and health items in accordance with (IAW) Mobile 
Emergency Response Support (MERS) Detachment standard operating 
procedures (SOPs) for a period of 30 days 

• FEMA badge 
• Common Access Card (CAC) 
• Commercial Driver’s License (CDL) 
• Passport 
• Shot records 
• Government credit card(s) 

   

2. Obtain the mission briefing. E   

• Concept 
• Timeline 
• Requirements 
• Safety 
• Security 
• Routes 
• Logistics 
• Communications 
• Command and control (C2) 
• Weather 
• Any special instructions IAW MERS Detachment SOPs 

   

3. Prepare vehicles and equipment IAW MERS Detachment 
checklists and MERS SOPs. E   

4. Obtain the convoy briefing IAW convoy MERS Detachment 
SOPs. E   

5. Review and conform to Chapter 2 of the Incident Management 
Handbook (IMH), “Common Responsibilities,” as it applies to the 
MERS. 

E 
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Behavior/Activity: Understand, use, and comply with ICS concepts principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

6. Demonstrate appropriate level of ICS knowledge. E   

• Organizational structure 
• Principles 
• Positions 

   

7. Use common terminology. E   

    

Behavior/Activity: Follow established safety and security procedures outlined in MERS Detachment SOPs 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Recognize potentially hazardous situations commonly associated 
with working around MERS vehicles and equipment. E   

9. Recognize potentially dangerous conditions that exist in and 
around the mission location, and report them to the supervisor 
and/or Detachment Safety Officer. 

E 
  

10. Safeguard and secure property and equipment at all times. E   

11. Demonstrate a knowledge of Communications Security 
(COMSEC) principles and report procedures for violations. E   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate professional and appropriate verbal communication 
consistently. E   

13. Demonstrate professional and appropriate non-verbal 
communication consistently. E   

14. Ask clarifying questions to ensure accurate understanding of any 
mission request or requirement. E   

15. Be an effective team player. E   
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16. Always refer questions from non-FEMA personnel to the FEMA 
Helpline or applicable recovery center for assistance. E   

    
Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

17. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. E   

18. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences 
according to the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

E 
  

19. Exhibit appropriate public stewardship of taxpayer dollars. E   

    

Behavior/Activity: Perform proper radio frequency (RF) documentation functions IAW MERS Detachment 
SOPs 

Competency: Communication-Written (C5) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Develop RF communications-specific documentation. E   

• Incident Radio Communications Plan (ICS 205) 
• Activity Log (ICS 214)  
• Radio log 
• Property Transfer Report (PTR) 

   

21. Create accurate documentation of RF systems. E   

• Equipment log 
• Repairs 
• Operating hours 
• Calibration and alignment 
• Modifications 

   

22. Coordinate with immediate supervisor on the submission of 
documents to appropriate personnel. E   

• Logistics 
• Operations 
• National Network Operations Center (NNOC) 
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Behavior/Activity: Follow established communications safety and security procedures 

Competency: Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Demonstrate the ability to properly ground communications 
equipment installed in accordance with R56 and NEC (National 
Electric Code) standards. 

E 
  

• Antennas 
• Lighting arrestors 
• Telco ties to radio equipment 
• Ancillary equipment and cabinets 
• Static discharge 

   

24. Identify hazards to equipment and personnel. E   

• Overhead lines 
• Trees 
• Guy wires 
• Extension cords 

   

25. Use proper RF safety measures. E   

• RF antenna fields 
• Satellite dish radiation pattern 

   

    

Behavior/Activity: Demonstrate the ability to properly operate RF equipment IAW MERS Detachment SOPs 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Perform the initial setup, configuration, and shutdown of mobile 
satellite equipment. E   

27. Perform the initial setup, configuration, and shutdown of portable 
satellite equipment. E   

28. Perform the initial setup, configuration, and shutdown of portable 
land mobile radio (LMR) equipment. E   

• Repeaters 
• Comparator 
• Remote sets 
• Interoperable devices 
• Antenna systems 
• Trunking administration 
• Radio management 
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29. Perform the initial setup, configuration, and shutdown of portable 
LMR equipment. E   

30. Perform the initial setup, configuration, and shutdown of line of 
sight (LOS) equipment. E   

31. Perform the initial setup, configuration, and shutdown of high 
frequency (HF) equipment. E   

32. Identify frequency conflicts and report to immediate supervisor. E   

    

Behavior/Activity: Demonstrate the ability to properly set up and shut down the MERS command and 
control vehicles 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Perform the initial setup and shutdown of the Multi-Radio Vehicle 
(MRV) IAW MERS Detachment SOPs. E   

• Perform vehicle setup 
• Generator or shore power 
• Equipment power on/off sequence 

   

34. Perform the initial setup and shutdown of the Incident Response 
Vehicle (IRV) IAW MERS Detachment SOPs. E   

• Perform vehicle setup 
• Generator or shore power 
• Equipment power on/off sequence 

   

35. Perform the initial setup and shutdown of the Forward 
Communications Vehicle (FCV) IAW MERS Detachment SOPs. E   

• Perform vehicle setup 
• Generator or shore power 
• Equipment power on/off sequence 

   

36. Perform the initial setup and shutdown of the Mobile Emergency 
Response Vehicle (MEOV) IAW MERS Detachment SOPs. E   

• Physical expansion/closure 
• Perform vehicle setup 
• Generator or shore power 
• Equipment power on/off sequence 

   

37. Perform the initial setup and shutdown of the Large Emergency 
Operations Vehicle (LEOV) IAW MERS Detachment SOPs. E   

• Perform vehicle setup 
• Generator or shore power 
• Equipment power on/off sequence 
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38. Perform the initial setup and shutdown of the Emergency 
Operations Vehicle (EOV) IAW MERS Detachment SOPs. E   

• Physical expansion/closure 
• Perform vehicle setup 
• Generator or shore power 
• Equipment power on/off sequence 

   

39. Coordinate with other supporting elements to meet vehicle 
operational needs. E   

• Logistics – power requirements 
• Information Technology (IT) – wide area connectivity needs 
• NNOC – FEMA specific wide area connectivity needs 

   

    

Behavior/Activity: Demonstrate the ability to properly operate the MERS command and control vehicles 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Operate the MRV IAW MERS Detachment SOPs. E   

• Satellite system 
• HF radio 
• LMRs 
• ORBICOM 

   

41. Operate the IRV IAW MERS Detachment SOPs. E   

• Video teleconference (VTC) 
• Video streaming 
• Network workstations 
• Network peripherals 
• LMRs 
• iDirect Satellite 
• OnCall Satellite 
• Satellite antenna television (SATV) 

   

42. Operate the FCV IAW MERS Detachment SOPs. E   

• LMR 
• ACU-T 
• Broadband Global Area Network (BGAN) 
• SATV 

   

43. Operate the MEOV IAW MERS Detachment SOPs. E   

• VTC 
• LMRs 
• ACU-2000 
• SATV 
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44. Operate the LEOV IAW MERS Detachment SOPs. E   

• VTC 
• LMRs 
• SATV 

   

45. Operate the EOV IAW MERS Detachment SOPs. E   

• VTC 
• LMRs 
• SATV 

   

    

Behavior/Activity: Transition mission requirements and/or transition to home station effectively 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Assist the MERS Coordinator to obtain and disseminate 
information for MERS departure and/or transition requirements. E   

47. Help identify and solicit the appropriate information needed for 
transition or departure. E   

48. Draft and send applicable reports before, during, and after 
transition and or departure. E   

    

Behavior/Activity: Recover properly from the incident or deployment 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Notify MERS Operations when arriving at home station. E   

50. Prepare and submit the final travel voucher per federal travel 
guidelines. E   

51. Prepare and submit to Logistics all vehicle and equipment 
maintenance forms IAW MERS Detachment SOPs. E   

52. Prepare and submit all reconstitution requests for supplies, basic 
loads, equipment and vehicles IAW MERS Detachment SOPs. E   

53. Repack, test, and properly store equipment and vehicles IAW 
MERS Detachment SOPs. E   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

MERS RF Telecommunications Specialist 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

MERS RF Telecommunications Specialist 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

MERS RF Telecommunications Specialist 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 Novemer 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

MERS Security Specialist (MESE) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for mission prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain material and personal items necessary for the deployment. E   

• Personal and health items in accordance with (IAW) Mobile 
Emergency Response Support (MERS) Detachment Detachment 
standard operating procedures (SOPs) for a period of 30 days 

• FEMA badge 
• Common Access Card (CAC) 
• Commercial Driver’s License (CDL) 
• Passport 
• Shot records 
• Government credit card(s) 

   

2. Obtain the mission briefing. E   

• Concept 
• Timeline 
• Requirements 
• Safety 
• Security 
• Routes 
• Logistics 
• Communications 
• Command and control (C2) 
• Weather 
• Any special instructions IAW MERS Detachment SOPs 

   

3. Prepare vehicles and equipment IAW MERS Detachment 
checklists and SOPs. E   

4. Obtain the convoy briefing IAW convoy MERS Detachment 
SOPs. E   

5. Review and conform to Chapter 2 of the Incident Management 
Handbook (IMH), “Common Responsibilities,” as it applies to the 
MERS. 

E 
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Behavior/Activity: Understand, use, and comply with Incident Command System (ICS) concepts principles, 
and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

6. Demonstrate appropriate level of ICS knowledge. E   

• Organizational structure 
• Principles 
• Positions 

   

7. Use common terminology. E   

    

Behavior/Activity: Follow established safety and security procedures outlined in MERS Detachment SOPs 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Recognize potentially hazardous situations commonly associated 
with working around MERS vehicles and equipment. E   

9. Recognize potentially dangerous conditions that exist in and 
around the mission location, and report them to the supervisor 
and/or Detachment Safety Officer. 

E 
  

10. Safeguard and secure property and equipment at all times. E   

11. Demonstrate a knowledge of Communications Security 
(COMSEC) principles and report procedures for violations. E   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate professional and appropriate verbal communication 
consistently. E   

13. Demonstrate professional and appropriate non-verbal 
communication consistently. E   

14. Ask clarifying questions to ensure accurate understanding of any 
mission request or requirement. E   
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15. Be an effective team player. E   

16. Always refer questions from non-FEMA personnel to the FEMA 
Helpline or applicable recovery center for assistance. E   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

17. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. E   

18. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences 
according to the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

E 
  

19. Exhibit appropriate public stewardship of taxpayer dollars. E   

    

Behavior/Activity: Ensure the readiness of MERS security functions 

Competency: Analysis/Reasoning (C2); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Obtain a threat assessment as applicable to mission assignments. E   

• Area 
• Route 
• General 

   

21. Analyze the threat and develop risk assessments from various 
sources to meet operational requirements. E   

• Federal sources 
• State sources 
• Tribal sources 
• Local sources 

   

22. Disseminate the risk assessment to appropriate entities for 
evaluation. E   

• MERS Chief 
• MERS Coordinator 
• Deployable element 

   

23. Implement a risk mitigation strategy to ensure that operational 
requirements can be met. E   
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24. Ensure that the Security Specialist equipment is operational and 
ready. E   

• Satellite phone 
• Caution tape 
• Burn bags 

   

25. Ensure the security of all classified material. E   

• Communications Security (COMSEC) 
• Software 
• Hardware 

   

    

Behavior/Activity: Ensure that MERS security risk mitigation is implemented throughout resource 
movement 

Competency: Attention to Detail (C3); Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Provide direct security support of equipment and personnel during 
resource movement. E   

27. Assist the MERS Coordinator with route planning and rest-
overnight (RON) locations. E   

28. Establish liaison for security support en route and at RON 
locations. E   

• Federal sources 
• State sources 
• Tribal sources 
• Local sources 

   

29. Conduct route reconnaissance and relay that to the convoy lead. E   

• Weigh station bypass 
• Refueling  
• Rest areas 

   

    

Behavior/Activity: Provide the MERS Coordinator with security situational awareness of the operational 
area 

Competency: Attention to Detail (C3); Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Conduct an operational security assessment. E   
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31. Obtain security-related information for the operational area. E   

• Federal sources 
• State sources 
• Tribal sources 
• Local sources 

   

32. Review intelligence reports from FEMA Headquarters, law 
enforcement, and open sources that impact the area of operation. E   

33. Provide the MERS Coordinator and other FEMA officials with 
recommendations for corrective action to eliminate or mitigate 
identified security vulnerabilities. 

E 
  

34. Conduct a facility security risk assessment. E   

35. Distribute the risk assessment to appropriate entities. E   

• MERS Coordinator 
• Deployable MERS elements 

   

36. Establish and maintain security measures to protect employees and 
equipment. E   

• Secure 
• Unsecure 

   

37. Take immediate action to correct security violations. E   

    

Behavior/Activity: Assist the MERS Coordinator with MERS security functions as required 

Competency: Dependability (C8); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Perform security official responsibilities regarding the protection 
of MERS resources and assignments approved by the MERS 
Coordinator. 

E 
  

• Security officials from the disaster assistance employees (DAEs) cadre  
• Security officials from the Office of Chief of Security (OCS) 
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Behavior/Activity: Transition mission requirements and/or transition to home station effectively 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Assist the MERS Coordinator to obtain and disseminate 
information for MERS departure and or transition requirements. E   

40. Help identify and solicit the appropriate information needed for 
transition or departure. E   

41. Draft and send applicable reports before, during, and after 
transition and or departure. E   

    

Behavior/Activity: Recover properly from an incident or deployment 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Notify MERS Operations when arriving at home station. E   

43. Prepare and submit the final travel voucher per federal travel 
guidelines. E   

44. Prepare and submit to Logistics all vehicle and equipment 
maintenance forms IAW MERS Detachment SOPs. E   

45. Prepare and submit all reconstitution requests for supplies, basic 
loads, equipment and vehicles IAW MERS Detachment SOPs. E   

46. Repack, test, and properly store equipment and vehicles IAW 
MERS Detachment SOPs. E   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

MERS Security Specialist 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

MERS Security Specialist 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

MERS Security Specialist 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

MERS Switch Specialist (MESW) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for mission prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain material and personal items necessary for the deployment. E   

• Personal and health items in accordance with (IAW) Mobile 
Emergency Response Support (MERS) Detachment standard operating 
procedures (SOPs) for a period of 30 days 

• FEMA badge 
• Common Access Card (CAC) 
• Commercial Driver’s License (CDL) 
• Passport 
• Shot records 
• Government credit card(s) 

   

2. Obtain the mission briefing. E   

• Concept 
• Timeline 
• Requirements 
• Safety 
• Security 
• Routes 
• Logistics 
• Communications 
• Command and control (C2) 
• Weather 
• Any special instructions IAW MERS Detachment SOPs 

   

3. Prepare vehicles and equipment IAW MERS Detachment 
checklists and SOPs. E   

4. Obtain the convoy briefing IAW convoy MERS Detachment 
SOPs. E   

5. Review and conform to Chapter 2 of the Incident Management 
Handbook (IMH), “Common Responsibilities,” as it applies to the 
MERS. 

E 
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Behavior/Activity: Understand, use, and comply with ICS concepts principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

6. Demonstrate appropriate level of ICS knowledge. E   

• Organizational structure 
• Principles 
• Positions 

   

7. Use common terminology. E   

    

Behavior/Activity: Follow established safety and security procedures outlined in MERS Detachment SOPs 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Recognize potentially hazardous situations commonly associated 
with working around MERS vehicles and equipment. E   

9. Recognize potentially dangerous conditions that exist in and 
around the mission location, and report them to the supervisor 
and/or Detachment Safety Officer. 

E 
  

10. Safeguard and secure property and equipment at all times. E   

11. Demonstrate a knowledge of Communications Security 
(COMSEC) principles and report procedures for violations. E   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate professional and appropriate verbal communication 
consistently. E   

13. Demonstrate professional and appropriate non-verbal 
communication consistently. E   

14. Ask clarifying questions to ensure accurate understanding of any 
mission request or requirement. E   

15. Be an effective team player. E   
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16. Always refer questions from non-FEMA personnel to the FEMA 
Helpline or applicable recovery center for assistance. E   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

17. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. E   

18. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences 
according to the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

E 
  

19. Exhibit appropriate public stewardship of taxpayer dollars. E   

    

Behavior/Activity: Demonstrate the ability to properly set up and shut down the MERS command and 
control vehicles 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Perform the initial setup and shutdown of the Mobile Emergency 
Response Vehicle (MEOV) IAW MERS Detachment SOPs. E   

• Physical expansion/closure 
• Generator or shore power 
• Equipment power on/off sequence 

   

21. Perform the initial setup and shutdown of the Incident Response 
Vehicle (IRV) IAW MERS Detachment SOPs. E   

• Physical expansion/closure 
• Generator or shore power 
• Equipment power on/off sequence 

   

22. Perform the initial setup and shutdown of the Emergency 
Operations Vehicle (EOV) IAW MERS Detachment SOPs. E   

• Physical expansion/closure 
• Generator or shore power 
• Equipment power on/off sequence 
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23. Coordinate with other supporting elements to meet vehicle 
operational needs. E   

• Logistics – power requirements 
• Radio frequency (RF) – wide area connectivity needs 
• National Network Operations Center (NNOC) – FEMA-specific wide 

area connectivity needs 

   

    

Behavior/Activity: Demonstrate the ability to properly operate the MERS command and control vehicles 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Operate the MEOV IAW MERS Detachment SOPs. E   

• Satellite antenna television (SATV) 
• Video teleconferences (VTCs) 
• Network server 
• Network workstations 
• Network peripherals 
• Land mobile radios (LMRs) 

   

25. Operate the IRV IAW MERS Detachment SOPs. E   

• SATV 
• VTC 
• Network server 
• Network workstations 
• Network peripherals 
• LMRs 

   

26. Operate the EOV IAW MERS Detachment SOPs. E   

• SATV 
• VTC 
• Network server 
• Network workstations 
• Network peripherals 
• LMRs 
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Behavior/Activity: Demonstrate the ability to properly maintain the information technology (IT) components 
of the MERS command and control vehicles 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Reconfigure the IT components of the MEOV to meet operational 
needs. E   

• Routers 
• Switches 
• Servers 
• Workstations 
• Network peripherals 

   

28. Identify, troubleshoot, and mitigate problems as they arise on the 
MEOV. E   

29. Reconfigure the IT components of the IRV to meet operational 
needs. E   

• Routers 
• Switches 
• Servers 
• Workstations 
• Network peripherals 

   

30. Identify, troubleshoot, and mitigate problems as they arise on the 
IRV. E   

31. Reconfigure the IT components of the EOV to meet operational 
needs. E   

• Routers 
• Switches 
• Servers 
• Workstations 
• Network peripherals 

   

32. Identify, troubleshoot, and mitigate problems as they arise on the 
EOV. E   

33. Extend command and control vehicle telecommunication services 
to remote sites as needed. E   
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Behavior/Activity: Assist in site setup per instructions from the immediate supervisor 

Competency: Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Work alongside support personnel to achieve unity of effort on 
technical best practices. I   

• Disaster response (DR) 
• Regional IT specialists 
• Incident Management Assistance Team (IMAT) 
• Interagency 
• Intra-agency 

   

35. Install cables in accordance with the design plan. E   

• Network cables 
• Phone cables 
• Crossover cables 
• Institute of Electrical & Electronics Engineers (IEEE) standards 

   

36. Terminate and test cables to end-point designation with proper 
labeling in accordance with the design plan. E   

• 568 A/B standards 
• Registered Jack (RJ), Radio Grade (RG), biscuit jack terminations 
• Devices/nodes 
• Patch panel 

   

37. Install and terminate a 110 and/or 66 punch-down block with 
proper documentation. E   

38. Install and configure end-user telephonic devices. E   

• Fax 
• Analog handsets 
• Digital handsets 

   

39. Install and program telephone public branch exchange (PBX) 
switching systems IAW MERS Detachment SOPs. E   

• Type of service – T1, tie trunks, commercial direct inward dialing 
• Subscriber lines 
• Dial plans 
• Trunk groups 
• Night service 
• System backups 

   

40. Extend plain old telephone system (POTS) lines from demarcation 
point (DMARC) to site locations IAW the design plan. I   
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41. Document installation and configuration details for future 
reference. E   

• Troubleshooting 
• Future use of same location 
• Transition continuity 
• Expansion 
• Demobilization 

   

    

Behavior/Activity: Assist in the setup of the Disaster Recovery Center (DRC) 

Competency: Communication-Verbal (C4); Customer Focus (C6) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Coordinate with the regional DRC coordinator to establish DRC 
needs. I   

43. Assist the DRC coordinator in coordinating with local officials to 
meet DRC operational needs. I   

44. Assist the DRC coordinator in coordinating with local service 
providers to meet DRC operational needs. I   

• Telephone 
• Electrical service providers (ESP) 
• Cable television (CATV) 
• Internet service provider (ISP) 

   

45. Perform a site survey to determine the appropriateness and site-
specific needs of the DRC location IAW MERS Detachment SOPs. I   

• Site layout 
• Network connectivity requirements 
• DMARC location 
• Power requirements 
• Other utilities 
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Behavior/Activity: Transition mission requirements and/or transition to home station effectively 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Assist the MERS Coordinator to obtain and disseminate 
information for MERS departure and or transition requirements. E   

47. Help identify and solicit the appropriate information needed for 
transition or departure. E   

48. Draft and send applicable reports before, during, and after 
transition and or departure. E   

    

Behavior/Activity: Recover properly from the incident or deployment 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Notify MERS Operations immediately upon arriving at home 
station. E   

50. Prepare and submit the final travel voucher per federal travel 
guidelines. E   

51. Prepare and submit to Logistics all vehicle and equipment 
maintenance forms IAW MERS Detachment SOPs. E   

52. Prepare and submit all reconstitution requests for supplies, basic 
loads, equipment and vehicles IAW MERS Detachment SOPs. E   

53. Repack, test, and properly store equipment and vehicles IAW 
MERS Detachment SOPs. E   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

MERS Switch Specialist 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

MERS Switch Specialist 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

MERS Switch Specialist 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

MERS Telecommunications Manager (METM) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 



MERS TELECOMMUNICATIONS MANAGER (METM) 21 November 2011, Revised 

4 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for mission prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Ensure all personnel have material and personal items necessary 
for deployment. E   

• Personal and health items in accordance with (IAW) Mobile 
Emergency Response Support (MERS) Detachment standard operating 
procedures (SOPs) for a period of 30 days 

• FEMA badge 
• Common Access Card (CAC) 
• Commercial Driver’s License (CDL) 
• Passport 
• Shot records 
• Government credit card(s) 

   

2. Provide mission briefing to deploying MERS Detachment 
personnel. E   

• Concept 
• Timeline 
• Requirements 
• Safety 
• Security 
• Routes 
• Logistics 
• Communications 
• Command and control (C2) 
• Weather 
• Lodging 
• Any special instructions  IAW MERS Detachment SOPs 

   

3. Ensure that vehicles and equipment are prepared for deployment 
IAW MERS Detachment checklists and SOPs. E   

4. Ensure that the convoy is briefed IAW convoy MERS Detachment 
SOPs. E   

5. Ensure that personnel review and conform to Chapter 2 of the 
Incident Management Handbook (IMH), “Common 
Responsibilities,” as it applies to the MERS. 

E 
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Behavior/Activity: Understand, use, and comply with Incident Command System (ICS) concepts principles, 
and processes 

Competency: Incident Command Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

6. Demonstrate appropriate level of ICS knowledge. E   

• Organizational structure 
• Principles 
• Positions 

   

7. Use common terminology. E   

8. Maintain appropriate span of control. I   

9. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures  

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Provide for the safety, security, welfare, and accountability of 
subordinates. E   

11. Recognize and communicate potentially hazardous situations. E   

12. Develop and communicate emergency procedures consistent with 
the safety plan and security plan. E   

13. Verify that special precautions are taken when hazards exist. E   

14. Use personal protective equipment (PPE) when appropriate. E   

15. Safeguard property and equipment. E   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate professional and appropriate verbal communication 
consistently. E   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

17. Demonstrate professional and appropriate non-verbal 
communication consistently. E   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

18. Ask clarifying questions to ensure accurate understanding of 
directions. E   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

19. Share current information with co-workers and immediate 
supervisor. E   

20. Be an effective team player. E   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Exhibit principles of duty, integrity, and respect. E   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

22. Explain each subordinate’s assignments in the context of the 
bigger picture. E   

23. Establish work assignments and set priorities. E   

24. Establish and communicate basic work guidelines. E   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

25. Keep subordinates informed of decisions, actions, and changes that 
affect them. E   

26. Provide continuous feedback on performance. E   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

27. Ensure that personnel receive needed training and coaching. E   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

28. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. E   

29. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. E   
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30. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. E   

31. Monitor employee performance to assess the need for possible rest 
or rotation. E   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. E   

33. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences 
according to the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

E 
  

34. Exhibit appropriate public stewardship of taxpayer dollars. E   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Participate in mission analysis to determine if the organizational 
structure is appropriate. I   

• Specified tasks 
• Implied tasks 

   

36. Ensure that direct report staff are qualified to perform assigned 
positions. I   

37. Discuss findings and recommendations with immediate supervisor. I   

38. Make any necessary organizational adjustments. I   

39. Keep immediate supervisor and assigned personnel informed of 
organizational changes. I   

40. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. I   
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Behavior/Activity: Demonstrate knowledge of telecommunications staff and equipment 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Demonstrate knowledge of radio frequency (RF) systems and 
operations. E   

• RF vehicles 
• Satellite communications 
• Land mobile radios (LMRs) 
• Line of sight (LOS) 

   

42. Demonstrate knowledge of Information Technology (IT) systems 
and operations. E   

• Switch hardware 
• Switch operating systems 
• IT hardware 
• IT software 

   

43. Demonstrate knowledge of command and control platforms. E   

• Mobile Emergency Operations Vehicle (MEOV) 
• Incident Response Vehicle (IRV) 
• Emergency Operations Vehicle (EOV) 
• Forward Communications Vehicle (FCV) 
• Logistics Operations Vehicle (LOV) 
• Multi-Radio Vehicle (MRV) 

   

    

Behavior/Activity: Develop the tactical telecommunications plan 

Competency: Communication-Written (C5); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Obtain tactical telecommunications mission requirements. E   

• MERS Coordinator    

45. Coordinate with other entities required for the tactical 
telecommunications plan. E   

• Frequency manager 
• Department of Defense 
• Local officials 
• Other governmental agencies 
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46. Analyze available assets and requirements. E   

• Specified tasks 
• Implied tasks 

   

47. Write and review the telecommunications plan. E   

    

Behavior/Activity: Implement and manage the tactical telecommunications plan 

Competency: Leadership (C16); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Assign resources to execute the tactical telecommunications plan. E   

49. Monitor the execution of the tactical telecommunications plan. E   

50. Make appropriate adjustments to the tactical telecommunications 
plan. E   

51. Submit status reports to the MERS Coordinator. E   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. I   

53. Hold personnel accountable for execution of assigned tasks. I   

54. Delegate specific authority based on the assigned tasks to assigned 
subordinates. I   

55. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. I   

56. Request additional resources or release surplus resources. I   

57. Address logistical problems that subordinates report. I   

58. Gather and analyze information to validate each subordinate’s 
report of accomplishments. I   

59. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. I   
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60. Ensure that the work completed is consistent with direction and 
policy. I   

• Immediate supervisor’s direction 
• FEMA policies 

   

61. Keep assigned personnel informed of changes. I   

62. Notify immediate supervisor of personnel status changes when 
they occur. I   

63. Make recommendations for next operational period to immediate 
supervisor. I   

    

Behavior/Activity: Ensure all relevant information is exchanged during mission briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Attend scheduled briefings as required. I   

65. Brief subordinates on information relevant to their mission. I   

• Concept of the operation 
• Discuss safety considerations or hazards situations 
• Discuss security considerations 
• Discuss logistics considerations 

   

66. Check mission status with subordinates as appropriate. I   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• Security issues 
• Recommendations and limiting factors 

   

67. Brief immediate supervisor on mission status. I   
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

68. Negotiate the timing of transition. I   

69. Provide for adequate overlap to ensure the efficient transfer of 
duties. I   

70. Brief replacement on current situation. I   

71. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

72. Ensure that an effective transition of duties is accomplished. I   

73. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Recover properly from an incident or deployment 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Notify MERS Operations immediately after arriving at home 
station. I   

75. Ensure that all personnel prepare and submit the final travel 
voucher per federal travel guidelines. I   

76. Ensure that all personnel prepare and submit to Logistics all 
vehicle and equipment maintenance forms IAW MERS 
Detachment SOPs. 

I 
  

77. Ensure that reconstitution requests for supplies, basic loads, 
equipment, and vehicles are submitted IAW MERS Detachment 
SOPs. 

I 
  

78. Ensure that personnel repack, test, and properly store equipment 
and vehicles IAW MERS Detachment SOPs. I   

79. Identify topics, issues, and concerns of potential relevance to the 
assignment. I   

 





21 November 2011, Revised MERS TELECOMMUNICATIONS MANAGER (METM) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 15 

• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

MERS Telecommunications Manager 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

MERS Telecommunications Manager 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

MERS Telecommunications Manager 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

MERS Utility Systems Repair Operator Specialist  
(MEUR) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for mission prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain material and personal items necessary for the deployment. E   

• Personal and health items in accordance with (IAW) Mobile 
Emergency Response Support (MERS) Detachment standard operating 
procedures (SOPs) for a period of 30 days 

• Federal Emergency Management Agency (FEMA) badge 
• Common Access Card (CAC) 
• Commercial Driver’s License (CDL) 
• Passport 
• Shot records 
• Government credit card(s) 

   

2. Obtain the mission briefing. E   

• Concept 
• Timeline 
• Requirements 
• Safety 
• Security 
• Routes 
• Logistics 
• Communications 
• Command and control (C2) 
• Weather 
• Any special instructions IAW MERS Detachment SOPs 

   

3. Prepare vehicles and equipment according to MERS Detachment 
checklists and SOPs. E   

4. Obtain the convoy briefing IAW convoy MERS Detachment 
SOPs. E   

5. Review and conform to Chapter 2 of the Incident Management 
Handbook (IMH), “Common Responsibilities,” as it applies to the 
MERS. 

E 
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Behavior/Activity: Understand, use, and comply with ICS concepts principles and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

6. Demonstrate appropriate level of ICS knowledge. E   

• Organizational structure 
• Principles 
• Positions 

   

7. Use common terminology. E   

    

Behavior/Activity: Follow established safety and security procedures outlined in MERS Detachment SOPs 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Recognize potentially hazardous situations commonly associated 
with working around MERS vehicles and equipment. E   

9. Recognize potentially dangerous conditions that exist in and 
around the mission location, and report them to the supervisor 
and/or Detachment Safety Officer. 

E 
  

10. Safeguard and secure property and equipment at all times. E   

11. Demonstrate a knowledge of Communications Security 
(COMSEC) principles and report procedures for violations. E   

    

Behavior/Activity:  Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate professional and appropriate verbal communication 
consistently. E   

13. Demonstrate professional and appropriate non-verbal 
communication consistently. E   

14. Ask clarifying questions to ensure accurate understanding of any 
mission request or requirement. E   

15. Be an effective team player. E   
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16. Always refer questions from non-FEMA personnel to the FEMA 
Helpline or applicable recovery center for assistance. E   

    

Behavior/Activity: Establish and maintain positive and ethical behavior 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

17. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. E   

18. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences 
according to the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

E 
  

19. Exhibit appropriate public stewardship of taxpayer dollars. E   

    

Behavior/Activity: Conduct pre-deployment inspection of the heating, ventilation, and air conditioning 
(HVAC) system 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Maintain preventive maintenance plans, procedures, and checklists 
for HVAC equipment. E   

21. Implement preventive maintenance plans, procedures, and 
checklists for HVAC equipment. E   

22. Assemble and package equipment, tools, and consumables needed 
for equipment deployed. E   

    
Behavior/Activity: Support resource movement operations 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Assist with unscheduled maintenance. E   

24. Demonstrate an understanding of convoy SOPs. E   

25. Assist with convoy fueling operations. E   
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Behavior/Activity: Provide mobile HVAC system capability 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Perform an external and internal site survey. E   

• Coordination with power controller 
• Distance from building 
• Entry points 
• Physical routes for duct layout 

   

27. Install the HVAC system. E   

• Install the supply and return building-entry ductwork 
• Install interior ductwork 

   

28. Operate and maintain the HVAC system. E   

• Scheduled maintenance 
• Unscheduled maintenance 
• Monitor air quality 
• Ordering HVAC-related supplies 

   

    
Behavior/Activity: Maintain and repair equipment-based environmental control units (ECUs) 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Maintain and repair mobile shelter-mounted ECUs. E   

• Scheduled maintenance 
• Unscheduled maintenance 

   

    
Behavior/Activity: Transition mission requirements and/or transition to home station effectively 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Assist the MERS Coordinator to obtain and disseminate 
information for MERS departure and or transition requirements. E   

31. Help identify and solicit the appropriate information needed for 
transition or departure. E   

32. Draft and send applicable reports before, during, and after 
transition and or departure. E   
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Behavior/Activity: Recover properly from the incident or deployment 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Notify MERS Operations when arriving at home station. E   

34. Prepare and submit the final travel voucher per federal travel 
guidelines. E   

35. Prepare and submit to Logistics all vehicle and equipment 
maintenance forms IAW MERS Detachment SOPs. E   

36. Prepare and submit all reconstitution requests for supplies, basic 
loads, equipment and vehicles IAW MERS Detachment SOPs. E   

37. Repack, test, and properly store equipment and vehicles IAW 
MERS Detachment SOPs. E   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

MERS Utility Systems Repair Operator Specialist 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

MERS Utility Systems Repair Operator Specialist 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

MERS Utility Systems Repair Operator Specialist 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



REVISED:  24 APRIL 2012  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

NDRS Community Recovery Assistance Specialist 
(CASP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

An Evaluator’s Guide is available at (insert location such as the share drive).  This guide provides 
performance indicator examples for the evaluator’s use when assessing the trainee’s performance and 
determining if an employee has satisfactorily performed each of the tasks listed in a PTB.  The 
competency listed in the PTB under each behavior/activity contains a reference number that links to the 
Evaluator’s Guide.  For example, listed below is a sample behavior/activity and competency listed in a 
PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. I   

6. Obtain agency identification (badge) or other government issued 
identifications. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Report to the Training Unit to check in as a trainee. I   

9. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Obtain relevant situational information on your assignment. I   

11. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

12. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Demonstrate appropriate level of knowledge of ICS structure, 
principles, and positions. I   

14. Use common terminology. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

16. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

17. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

18. Share current information with co-workers and immediate 
supervisor. D-3   

19. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Provide for the safety, welfare and accountability of coworkers. D-3   

21. Recognize potentially hazardous situations. D-3   

22. Communicate potentially hazardous situations. D-3   
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23. Use personal protective equipment (PPE) as issued. D-3   

24. Safeguard property and equipment. D-3   

25. Provide current information for the call-down roster. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

27. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

28. Exhibit appropriate public stewardship of taxpayer dollars. I   

 

Behavior/Activity: Support CPCB Coordination as needed 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Support consolidation and synthesizing of FEMA and partner 
agencies and organization contributions to the Mission Scoping 
Assessment Report and Recovery Support Strategy documents as 
directed. 

D-3 
  

30. Support identification of CPCB partner agencies and organizations 
and their contributions and support to the CPCB mission.  Include 
this information in formal reports and update as directed. 

D-3 
  

31. Support identification of disaster wide capacity issues and gaps 
that the CPCB can address and develop coordination strategy to 
implement concepts.  

D-3 
  

32.   Keep supervisor informed of issues that require coordination with 
other RSFs. D-3   

33.   Adhere to current NDRF and CPCB policy and guidance. D-3   

34.   Support the development of CPCB and community recovery 
assistance content for all NDRF related reporting and 
documentation. 

D-3 
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Behavior/Activity: Compile and analyze community assessment data in order to inform the Mission Scoping 
Assessment Report and Recovery Support Strategy as directed 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35.    Gain situational awareness on planning and recovery capacity 
needs from state, tribal, territorial disaster recovery coordinator 
(S/TDRC), community leaders and member agencies and partners 

1 
  

36.    Identify potential partners in recovery technical assistance in the 
area and their potential contribution.  I   

37. Prepare an initial assessment of disaster impacts, community 
capacity and local recovery resources for the Mission Scoping 
Assessment Report (MSAR). 

I 
  

38.   Identify other resource entities or providers working in the area to 
inform the overall CPCB mission scope. D-3   

39. Prepare community profiles for highly impacted communities or 
limited capacity communities. I   

40. Draft community recovery support analysis and recommendation 
for the Federal Disaster Recovery Coordinator (FDRC) and 
S/TDRC. 

I 
  

Behavior/Activity: Build partnerships that support community-driven recovery processes as directed 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Coordinate with Recovery Mission/Outreach Support group and 
Recovery Coordination Support group functional areas to identify 
stakeholders. 

I 
  

• Political and social considerations 
• Stakeholder analysis 
• Significant issues 

   

42. Create tools for building partnerships. I   

• Contact lists 
• Resource database 
• Community website 
• Newsletters 

   

43. Support community stakeholders to develop recovery partnerships. I   

• Existing partnerships 
• New partnerships 
• Prior planning efforts 
• Existing coordination structures 
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• Traditional and non-traditional leadership 

    

Behavior/Activity: Facilitate group processes that contribute to achieving recovery mission objectives 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Facilitate multi-stakeholder meetings and collaborative problem-
solving of diverse audiences as requested. I   

• Size and composition 
• Perspectives/competing priorities 
• Agendas 

   

45. Speak publically in front of diverse audiences. I   

46. Follow appropriate protocols for leading discussions with diverse 
audiences. I   

47. Adapt facilitation approaches to the cultural and linguistic norms 
of recovery partners. I   

48. Assign staff appropriately to specialty areas according to highest 
and best-use based on expertise; leverage the strengths of staff and 
manage the weaknesses. 

I 
  

    

Behavior/Activity: Support elements of the recovery planning process as directed 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Work with community stakeholders to identify vision, goals, 
objectives and needs. I   

50. Assist the community in generating and evaluating options to 
address needs. I   

51. Synthesize community feedback into written products  I   

52. Support the development of recovery products as directed in 
collaboration with Recovery Mission Support personnel and 
EA/ESF#15 personnel. 

I 
  

53. Conduct preparatory work and support for meetings and events. I   

• Meeting scheduling 
• Agendas development 
• Meeting facilitation 
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• Logistics planning with Recovery Mission/Outreach Support Group 

    

Behavior/Activity: Provide community recovery assistance to communities as directed 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Conduct specialized studies to inform the recovery process. E   

55. Identify resources to support community identified needs in 
coordination with the Recovery Coordination Group. I   

56.  Identify additional resource in the area and document their 
contribution to the recovery process.   I   

57. Identify training needs for local staff and community members to 
build capacity. I   

58. Assist as necessary in sector-specific outreach events. I   

• Community Recovery advice 
• Information sharing 

   

59. Identify opportunities for and limitations to community recovery. I   
• Stumbling blocks 
• Complex issues 
• Resources 
• Plans 

   

60. Communicate potential resources for community assistance to 
stakeholders. I   

• Recovery plan resources 
• NGO resources 
• Facilitation 
• Targets of opportunity 
• Catch-and-Release 

   

    

Behavior/Activity: Ensure adherence to and support of the Recovery Communication Strategy and message 
delivery 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

61. Maintain objectivity. I   
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62. Distinguish between advising and advocating. I   

63. Present positive messaging. I   

64. Follow the JFO media policy. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Determine time of transfer. I   

66. Provide for adequate overlap to ensure efficient transfer of duties. I   

67. Ensure incident status information is up-to-date. I   

68. Ensure an effective transfer of duties is accomplished. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

69. Obtain performance appraisal from supervisor. I   

70. Make return travel arrangements. I   

71. Prepare final travel voucher. I   

72. Return equipment to APO. I   

73. Submit final timesheet, appraisal form and travel voucher. I   

74. Check out with ADD. I   

75. Report to the Training Unit upon completion of training 
assignment. I   

76. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

NDRS Community Recovery Assistance 
Specialist (CASP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

NDRS Community Recovery Assistance 
Specialist (CASP) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

NDRS Community Recovery Assistance Specialist 
(CASP) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
         

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



REVISED:  24 APRIL 2012  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

NDRS Community Recovery Assistance Crew Leader 
(CRCL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

An Evaluator’s Guide is available at (insert location such as the share drive).  This guide provides 
performance indicator examples for the evaluator’s use when assessing the trainee’s performance and 
determining if an employee has satisfactorily performed each of the tasks listed in a PTB.  The 
competency listed in the PTB under each behavior/activity contains a reference number that links to the 
Evaluator’s Guide.  For example, listed below is a sample behavior/activity and competency listed in a 
PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. I   
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6. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

7. Report to the Training Unit to check in as a trainee. I   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain relevant situational information on your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Resources currently assigned 
• Resources en-route and/or ordered 
• Incident facilities, types and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current State and local 

priorities 

   

11. Identify topics and issues of potential relevance to your 
assignment. I   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   
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13. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

14. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

15. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

16. Make any necessary organizational adjustments. D-3   

17. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

18. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS Forms. I   

20. Maintain appropriate span of control. I   

21. Use common terminology. I   

22. Maintain unity of command. I   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Attend scheduled Briefings as required. D-3   
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24. Brief assigned subordinates on details of the IAP following the 
Operations briefing. D-3   

• Ensure that all direct subordinates receive a briefing 
• Remind direct subordinates that all supervisory personnel need to be 

briefed 
• Ensure assignments are clear and provide additional information 

needed 
• Discuss special safety considerations or situations 

   

25. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Tactical adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right – what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

26. Brief immediate supervisor and Situation Unit on results of 
debriefings. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

28. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 
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29. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

30. Share current information with co-workers and immediate 
supervisor. D-3   

31. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Delegate specific authority based on the assigned tasks to assigned 
Specialists. D-3   

33. Hold personnel accountable for execution of assigned tasks. D-3   

34. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

35. Request additional resources or release surplus resources. D-3   

36. Keep immediate supervisor and assigned personnel informed of 
changes. D-3   

37. Notify immediate supervisor of all resource status changes when 
they occur. D-3   

38. Address logistical problems reported by subordinates. D-3   

39. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

40. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Provide for the safety, welfare and accountability of coworkers. D-3   

42. Recognize potentially hazardous situations. D-3   

43. Communicate potentially hazardous situations. D-3   

44. Use personal protective equipment (PPE) as issued. D-3   

45. Safeguard property and equipment. D-3   

46. Provide current information for the call-down roster. D-3   

47. Maintain the integrity of the call down roster. D-3   

48. Verify special precautions are taken when hazards exist. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

50. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

• Consult with Alternative Dispute Resolution (ADR) if disagreements or 
conflicts threaten to distract attention to the mission 

   

51. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Call down contact list 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Continuously evaluate performance. D-3   

58. Ensure that personnel receive needed training, mentoring and 
coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel so they can develop and maintain skills 
• Provide subordinates with opportunities for development 

   

59. Ensure all personnel time records are complete, accurate and 
submitted within established timeframes. D-3   

60. Prepare and discuss formal performance evaluations. D-3   
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61. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

Behavior/Activity:  Monitor and ensure support of CPCB coordination activities as directed 

Competency: Knowledge of Program & Technical Protocols (C15) 

64. Monitor consolidation and synthesizing of FEMA and partner 
agencies and organization contributions to the Mission Scoping 
Assessment Report and Recovery Support Strategy documents as 
directed. 

D-3 
  

• Assessments and strategies from partner organizations 
• Updates and modifications 
• FEMA-specific community recovery assistance, assessments, 

recommendations and scope of support 

   

65. Support Task Force Leader in working with CPCB partner 
agencies and organizations to identify their contributions and 
support to the CPCB mission.  Include this information in formal 
reports and update as information changes / becomes available.   

D-3 
  

66. Inform Task Force Leader of disaster wide capacity issues and 
gaps that the CPCB can address and develop coordination strategy 
to implement concepts.  

D-3 
  

67.   Support coordination with other RSFs to address issues and support 
that falls outside of the CPCB scope as directed. D-3   

68.   Support coordination of all CPCB partners in field operations and           
track actions and outcomes that support recovery.    D-3   

69.   Adhere to current NDRF and CPCB policy and guidance. D-3   

70.   Support the development of CPCB and community recovery 
assistance content for all NDRF related reporting and 
documentation as directed. 

D-3 
  

Behavior/Activity:  Prepare community assessment reports to inform the Mission Scoping Assessment Report 
and Recovery Support Strategy as directed. 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71.    Gain situational awareness on planning and recovery capacity 
needs from state, tribal, territorial disaster recovery coordinator 
(S/TDRC), community leaders and member agencies and partners 

1 
  

72. Instruct subordinates to prepare an initial assessment of disaster 
impacts, community capacity and local recovery resources for the 

I   
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Mission Scoping Assessment Report (MSAR) using relevant 
information. 

• Summary 
• Findings 

 

   

73.    Identify and communicate to supervisor the role of CPCP as the 
coordinating entity for community recovery assistance as it relates 
to impacted jurisdictions identified.  Identify other resources and 
partners for coordination.  

 
  

74. Oversee and support preparation of community profiles for highly 
impacted communities or limited capacity communities.    

75. Oversee and support preparation of community recovery support 
analysis and recommendation for the Federal Disaster Recovery 
Coordinator (FDRC) and S/TDRC to inform the Recovery Support 
Strategy.  

I 
  

    

Behavior/Activity: Build partnerships that support community-driven recovery processes as directed 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Ensure all stakeholders are identified in coordination with  
Recovery Coordination and Recovery Mission Support functional 
areas. 

I 
  

• Political and social considerations 
• Stakeholder analysis 
• Significant issues 

   

77. Utilize the results of the Communications Mapping Research 
Report to understand the community stakeholders in the 
community-driven process. 

I 
  

78. Ensure tools are created and utilized for building partnerships. I   

• Contact lists 
• Resource database 
• Community website 
• Newsletters 

   

79. Work with community leaders to develop recovery partnerships 
and frameworks to organize for recovery in the community-driven 
process. 

I 
  

• Existing partnerships and frameworks 
• New partnerships 
• Prior planning efforts 
• Peer-to-peer relationships between local governments 
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• Existing coordination structures 
• Traditional and non-traditional leadership 

80. Provide strategic advice on available technical capabilities – 
including NGOs. I   

    

Behavior/Activity: Manage cross-functional support working with specialists from other Recovery functional 
areas 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Manage communication, relationship, and work coordination with 
the Recovery Mission Support function as it relates to CRA work. I   

82. Manage communication, relationship and work coordination with 
Recovery Coordination function as it relates to CRA work. I   

    

Behavior/Activity: Ensure that group processes are effective in achieving  mission objectives 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

83. Task crew members to serve in facilitation roles in multi-
stakeholder meetings and collaborative problem-solving of diverse 
audiences as needed. 

I 
  

84. Execute situation-specific facilitation approaches and strategies 
formulated in coordination with the Recovery Mission Support 
function. 

I 
  

• Cultural norms 
• Linguistic norms 

   

85. Coach subordinates using guidance prepared by Recovery 
Coordination and Mission Support functions. I   

• Appropriate protocols 
• Public speaking 
• Facilitation 
• Managing diverse audiences 
• Problem solving 

   

86. Monitor adherence to appropriate protocols for leading discussions 
with diverse audiences. I   

87. Assign staff to appropriate specialty areas to attain best use based I   



24 April 2012| NDRS COMMUNITY RECOVERY ASSISTANCE CREW LEADER (CRCL) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 15 

on expertise. 

88. Resolve problems and elevate those problems that cannot be 
resolved. I   

    

Behavior/Activity: Ensure adherence to and support the recovery communication strategy and message 
delivery 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Maintain objectivity. I   

90. Distinguish between advising and advocating. I   

91. Present positive messaging. I   

92. Follow the JFO media policy. D-3   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

93. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

94. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

95. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

96. Determine time of transfer. I   

97. Provide for adequate overlap to ensure efficient transfer of duties. I   
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98. Ensure incident status information is up-to-date. I   

99. Ensure an effective transfer of duties is accomplished. I   

100. Brief replacement on current situation. I   

101. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

102. Obtain performance appraisal from supervisor. I   

103. Make return travel arrangements. I   

104. Prepare final travel voucher. I   

105. Return equipment to APO. I   

106. Submit final timesheet, appraisal form and travel voucher. I   

107. Check out with ADD. I   

108. Report to the Training Unit upon completion of training 
assignment. I   

109. Check out with the IT Service Manager in the Communication 
Unit. I   



24 April 2012| NDRS COMMUNITY RECOVERY ASSISTANCE CREW LEADER (CRCL) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 17 

• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

NDRS Community Recovery Assistance Crew 
Leader (CRCL) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

NDRS Community Recovery Assistance Crew 
Leader (CRCL) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

NDRS Community Recovery Assistance Crew Leader 
(CRCL) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
         

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



REVISED:  24 APRIL 2012 

 

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

NDRS Community Recovery Assistance Group 
Supervisor (CRGS) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

An Evaluator’s Guide is available at (insert location such as the share drive).  This guide provides 
performance indicator examples for the evaluator’s use when assessing the trainee’s performance and 
determining if an employee has satisfactorily performed each of the tasks listed in a PTB.  The 
competency listed in the PTB under each behavior/activity contains a reference number that links to the 
Evaluator’s Guide.  For example, listed below is a sample behavior/activity and competency listed in a 
PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Obtain agency identification (badge) or other government-issued 
identifications. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain situational information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current state and local 

priorities 

   

11. Identify topics and issues of potential relevance to your 
assignment. I   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Determine if organizational structure is appropriate. D-3   

• Incident objectives and immediate supervisor direction 
• Recovery Support Functions (RSFs) assigned. 
• Coordination needs at the state, tribal, territorial and local level 
• Span of control 

   

13. Ensure that personnel are qualified to perform assigned positions. D-3   

14. Discuss findings and recommendations with immediate supervisor 
as necessary. D-3   

• Organizational structure 
• Shortages or surpluses of resources 
• Changes in tactics 
• Issues and concerns 
• Facilities needs, if applicable 

   

15. Make any organizational adjustments if necessary. D-3   

16. Notify affected assigned resources of any changes. D-3   

17. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

18. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

19. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS forms. I   

21. Maintain appropriate span of control. I   

22. Use common terminology. I   
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23. Maintain unity of command. I   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend scheduled briefings as required. D-3   

25. Conduct the Operations briefing for group personnel in person 
and/or remotely (e.g., conference call) and check for 
understanding. 

D-3 
  

• Discuss special safety considerations or hazards situations 
• Incident facilities, types, and location 
• Review the incident objectives 
• Review the current situation 
• Brief the Task Force Leaders, Crew Leaders, assigned managers, and 

group supervisors on their assignments 
• Discuss special safety considerations or situations 
• Brief on changes to the approved IAP if necessary 

   

26. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Tactical adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

27. Brief immediate supervisor and the Situation Unit on results of 
debriefings. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

29. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

30. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Recovery Support Functions (RSFs) 
• Counterparts at all levels 

   

31. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

32. Share current information with co-workers and immediate 
supervisor. D-3   

33. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Coordinate with the Operations Section Chief (OSC), branch 
director, division supervisor (DIVS, if assigned), and assigned 
RSFs to prepare for the Operations Tactics meeting. 

D-3 
  

35. Use Operational Planning Worksheet (ICS Form 215) to develop 
tasks and identify resource assignments. D-3   

36. Write task descriptions providing clear, concise direction and 
performance expectations that support the incident objectives. D-3   

37. Ensure accurate operational information is included on the ICS 
Form 215. D-3   

• Resource kind, type and number using resource identifier (e.g., 
Interagency [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

38. Attend the Operations Tactics meeting if requested. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Delegate specific authority based on the assigned tasks to 
appropriate assigned personnel. D-3   

40. Hold personnel accountable for execution of assigned tasks. D-3   

41. Obtain periodic status reports from subordinates and other 
personnel on progress, to evaluate effectiveness of operations. D-3   

42. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

43. Request additional resources or release surplus resources. D-3   

44. Keep immediate supervisor and assigned personnel informed of 
changes. D-3   

45. Coordinate with assigned division supervisors when working or 
assigning resources in their division. D-3   
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46. Notify immediate supervisor and Resource Unit leader of all 
resource status changes when they occur. D-3   

47. Address logistical problems that subordinates report. D-3   

48. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

49. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

50. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   

52. Collaborate with the state, tribe, territory in encouraging and 
supporting local incident action planning. D-3   

53. Foster teamwork and emphasize a unified approach. D-3   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Provide for the safety, welfare, and accountability of co-workers. D-3   

55. Recognize potentially-hazardous situations. D-3   

56. Communicate potentially-hazardous situations. D-3   

57. Use personal protective equipment (PPE) as issued. D-3   

58. Safeguard property and equipment. D-3   

59. Provide current information for the call-down roster. D-3   

60. Verify special precautions are taken when hazards exist. D-3   

61. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

62. Maintain the integrity of the call-down roster. D-3   

63. Notify the Safety Officer of any accidents. D-3   
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Behavior/Activity: Coordinate with state, tribal, territorial, local, and other federal agency officials to ensure 
unity of effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Ensure local officials are receiving the necessary information and 
support in accordance with the Stafford Act. D-3   

65. Ensure FEMA is hearing the concerns of local officials. D-3   

66. Ensure you are receiving the necessary support and information 
from state, tribal, territorial and local officials to fulfill your 
mission. 

D-3 
  

67. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

68. Share critical information, tactics, and contingency plans with 
state, tribal, territorial and local officials. D-3   

69. Take early action to mitigate or resolve coordination issues. D-3   

70. Collaborate with the state, tribe, territory in encouraging and 
supporting local incident action planning. D-3   

71. Foster team work and emphasize a unified approach. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

73. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

• Consult with Alternative Dispute Resolution (ADR) if disagreements or 
conflicts threaten to distract attention to the mission 

   

74. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

76. Provide vision for group members to accomplish their mission. D-3   

• Put your group assignments in the context of the bigger picture    

77. Establish work assignments and set priorities. D-3   

78. Take corrective action when problems arise. D-3   

79. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Call-down contact list 
• Staggering of work hours 

   

80. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

81. Evaluate performance continuously. D-3   

82. Communicate performance deficiencies immediately and take 
corrective action. D-3   

83. Ensure that personnel receive needed training, mentoring, and 
coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel so they can develop and maintain skills 
• Provide subordinates with opportunities for development 
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84. Recognize effective individual and team performance. D-3   

85. Ensure all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

86. Prepare and discuss formal performance evaluations. D-3   

87. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

88. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

 

 

Behavior/Activity: Coordinate the Community Planning and Capacity Building Recovery Support Function 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Consolidate and synthesize FEMA and partner agencies and 
organization contributions to the Mission Scoping Assessment 
Report and Recovery Support Strategy documents. 

D-2 
  

• Assessments and strategies from partner organizations 
• Updates and modifications 
• FEMA-specific community recovery assistance, assessments, 

recommendations and scope of support 

   

90. Work with CPCB partner agencies and organizations to identify 
their contributions and support to the CPCB mission.  Include this 
information in formal reports and update as information changes / 
becomes available.   

D-2 
  

91. Identify disaster wide capacity issues and gaps that the CPCB can 
address and develop coordination strategy to implement concepts.  D-2   

92.   Serve as the primary representative for all CPCB related issues on 
the Coordination Group. D-2   

93.   Coordinate with other RSFs to address issues and support that falls 
outside of the CPCB scope.  D-2   

93.   Ensure coordination of all CPCB partners in field operations and           
track actions and outcomes that support recovery.    D-2   

94.   Adhere to current NDRF and CPCB policy and guidance.  D-2   

95.   Support the development of CPCB and community recovery 
assistance content for all NDRF related reporting and 
documentation.  

D-3 
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Behavior/Activity: Manage the Community Recovery Assistance Group 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

96. Direct the development of all Community Recovery Assistance 
contributions to the Mission Scoping Assessment Report and 
Recovery Support Strategy documents. 

D-2 
  

• Initial assessments/strategies 
• Updates and modifications 

   

97. Provide strategic guidance and advice to inform the community 
recovery. D-2   

98. Ensure support for Community Recovery Assistance throughout all 
phases of recovery. D-2   

• Recovery functional areas 
• Other federal agencies 
• External partners 

   

99.    Ensure that mitigation strategies and principles are integrated into    
local recovery planning processes and Community Recovery 
Assistance efforts by leveraging the resources of the Mitigation 
Advisor. 

D-2 
  

100. Ensure the delivery of Community Recovery support at the state-, 
tribe-, territory- and community level per the Recovery Support 
Strategy. 

D-2 
  

• Overall strategy 
• Partnerships 
• Tools 
• Resources 
• Training 

   

101. Oversee the consistency of all Community Recovery Assistance 
efforts. D-2   

102. Resolve major Community Recovery Assistance issues. D-2   

103. Oversee Community Recovery Assistance personnel. D-2   

• Regular staff updates    

104. Monitor federal agency efforts to provide tools and technical 
assistance and ensure all impacted communities have access to 
these resources. 

D-2 
  

105.    Facilitate peer-to peer assistance between governmental entities 
when appropriate on relevant topics.  D-2   
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• Share information; 
• Address resource capacity gaps; 
• Build leadership capacity in disaster impacted communities. 

106.   Ensure an inclusive recovery planning process that includes: 
• People with disabilities 
• People with access/functional needs 
• Racially/ethnically diverse populations 

D-2 

  

 

Behavior/Activity: Ensure adherence to and support of the Recovery Communication Strategy and message 
delivery 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

107. Maintain objectivity. I   

108. Distinguish between advising and advocating. I   

109. Present positive messaging. I   

110. Follow the Joint Field Office (JFO) media policy. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

111. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

112. Monitor staff levels and ensure that subordinates provide release 
information to staff in a timely manner. D-3   

113. Ensure that staff are provided with performance appraisals and 
return accountable property prior to release. D-3   

114. Prepare a transition memo for immediate supervisor that captures 
up-to-date status of group/unit activities at the time of transition. D-3   

115. Brief replacement on current situation. I   

116. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

117. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

118. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

119. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

120. Obtain performance appraisal from supervisor. I   

121. Make return travel arrangements. I   

122. Prepare final travel voucher. I   

123. Return equipment to Accountable Property Officer (APO). I   

124. Submit final timesheet, appraisal form, and travel voucher. I   

125. Check out with Automated Deployment Database (ADD). I   

126. Report to the Training Unit upon completion of training 
assignment. I   

127. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

 NDRS Community Recovery Assistance Group Supervisor 
(CRGS) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

 NDRS Community Recovery Assistance Group Supervisor 
(CRGS) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

NDRS Community Recovery Assistance Group 
Supervisor (CRGS) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



REVISED:  24 APRIL 2012  

  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

NDRS Community Recovery Assistance Task Force 
Leader (CRTL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 





24 April 2012| NDRS COMMUNITY RECOVERY ASSISTANCE TASK FORCE LEADER (CRTL) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 1 

FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

An Evaluator’s Guide is available at (insert location such as the share drive).  This guide provides 
performance indicator examples for the evaluator’s use when assessing the trainee’s performance and 
determining if an employee has satisfactorily performed each of the tasks listed in a PTB.  The 
competency listed in the PTB under each behavior/activity contains a reference number that links to the 
Evaluator’s Guide.  For example, listed below is a sample behavior/activity and competency listed in a 
PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 



NDRS COMMUNITY RECOVERY ASSISTANCE TASK FORCE LEADER (CRTL) | 24 April 2012 

4 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Position job aids if available 

   

2. Obtain information prior to deployment. E   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Obtain agency identification (badge) or other government-issued 
identifications. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Report to the Training Unit to check in as a trainee. I   

9. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Obtain situational information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

11. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current state, tribal, 

territorial and local priorities 

   

12. Identify topics and issues of potential relevance to your 
assignment. I   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Determine if organizational structure is appropriate. D-3   

• Incident objectives and immediate supervisor direction 
•  
• Recovery Support Functions (RSFs) assigned 
• Coordination needs at the state, tribe, territory and local level 
• Span of control 

   

14. Ensure that direct report staff  are qualified to perform assigned 
positions. D-3   

15. Discuss findings and recommendations with immediate supervisor 
as necessary. D-3   

• Organizational structure 
• Shortages or surpluses of resources 
• Changes in tactics 
• Issues and concerns 
• Facilities needs, if applicable 

   

16. Make any organizational adjustments if necessary. D-3   

17. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

18. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

19. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS forms. I   

21. Maintain appropriate span of control. I   

22. Use common terminology. I   
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23. Maintain unity of command. I   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend scheduled briefings as required. D-3   

25. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Ensure that all direct subordinates receive a briefing 
• Remind direct subordinates that all supervisory personnel need to be 

briefed 
• Ensure assignments are clear and provide additional information 

needed 
• Discuss special safety considerations or situations 

   

26. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Tactical adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

27. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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29. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

30. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

31. Share current information with co-workers and immediate 
supervisor. D-3   

32. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Delegate specific authority based on the assigned tasks to 
appropriate assigned personnel. D-3   

34. Hold personnel accountable for execution of assigned tasks. D-3   

35. Obtain periodic status reports from subordinates and other 
personnel on progress to evaluate effectiveness of operations. D-3   

36. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

37. Request additional resources or release surplus resources. D-3   

38. Keep immediate supervisor and assigned personnel informed of 
changes. D-3   

39. Coordinate with assigned division supervisors when working or 
assigning resources in their division. D-3   

40. Notify immediate supervisor and Resource Unit leader of all 
resource status changes when they occur. D-3   
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41. Address logistical problems that subordinates report. D-3   

42. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

43. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

44. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

45. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

46. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Provide for the safety, welfare, and accountability of co-workers. D-3   

48. Recognize potentially hazardous-situations. D-3   

49. Communicate potentially-hazardous situations. D-3   

50. Use personal protective equipment (PPE) as issued. D-3   

51. Safeguard property and equipment. D-3   

52. Provide current information for the call-down roster. D-3   

53. Verify special precautions are taken when hazards exist. D-3   

54. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

55. Maintain the integrity of the call-down roster. D-3   
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Behavior/Activity: Coordinate with state, tribal, territorial, local, and other federal agency officials to ensure 
unity of effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Ensure local officials are receiving the necessary information and 
support in accordance with the Stafford Act. D-3   

57. Ensure FEMA is hearing the concerns of local officials. D-3   

58. Ensure you are receiving the necessary support and information 
from state, tribal, territorial and local officials to fulfill your 
mission. 

D-3 
  

59. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

60. Share critical information, tactics, and contingency plans with 
state, tribal, territorial and local officials. D-3   

61. Take early action to mitigate or resolve coordination issues. D-3   

62. Collaborate with the state, tribe, and territory in encouraging and 
supporting local incident action planning. D-3   

63. Foster teamwork and emphasize a unified approach. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

• Consult with Alternative Dispute Resolution (ADR) if disagreements or 
conflicts threaten to distract attention to the mission 

   

66. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

68. Provide vision for group members to accomplish their mission. D-3   

• Put your task force assignments in the context of the bigger picture    

69. Establish work assignments and set priorities. D-3   

70. Take corrective action when problems arise. D-3   

71. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Call-down contact list 
• Staggering of work hours 

   

72. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

73. Evaluate performance continuously. D-3   

74. Communicate performance deficiencies immediately and take 
corrective action. D-3   

75. Ensure that personnel receive needed training, mentoring, and 
coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel so they can develop and maintain skills 
• Provide subordinates with opportunities for development 
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76. Recognize effective individual and team performance. D-3   

77. Ensure all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

78. Prepare and discuss formal performance evaluations. D-3   

79. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

80. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

81. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Coordinate the Community Planning and Capacity Building Recovery Support Function 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Consolidate and synthesize FEMA and partner agencies and 
organization contributions to the Mission Scoping Assessment 
Report and Recovery Support Strategy documents. 

D-3 
  

• Assessments and strategies from partner organizations 
• Updates and modifications 
• FEMA-specific community recovery assistance, assessments, 

recommendations and scope of support 

   

83. Work with CPCB partner agencies and organizations to identify 
their contributions and support to the CPCB mission.  Include this 
information in formal reports and update as information changes / 
becomes available.   

D-3 
  

84. Identify disaster wide capacity issues and gaps that the CPCB can 
address and develop coordination strategy to implement concepts.  D-3   

85.   Serve as the primary representative for all CPCB related issues on 
the Coordination Group. D-3   

86.   Coordinate with other RSFs to address issues and support that falls 
outside of the CPCB scope.  D-3   

87.   Ensure coordination of all CPCB partners in field operations and           
track actions and outcomes that support recovery.    D-3   

88.   Adhere to current NDRF and CPCB policy and guidance. D-3   

89.   Support the development of CPCB and community recovery 
assistance content for all NDRF related reporting and documentation. D-3   
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Behavior/Activity: Provide Community Recovery Assistance contributions to the Recovery Support Strategy 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

90. Coordinate   community assessment reports to guide planning and 
inform the Recovery Support Strategy (RSS) as directed. D-3   

91. Finalize community recovery assessment report using partner 
agency and organization assessments and other relevant 
information. 

D-3 
  

• Summary 
• Findings 
• Recommended level of support 

   

92. Provide updates to the RSS as needed. D-3   

• Community timelines 
• Modified scope 
• Modified strategies 
• Implementation support 

   

    

Behavior/Activity: Provide strategic guidance and advice to inform the community recovery 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

93. Support local leaders to manage community recovery. D-3   

• Peer-to-peer mentoring 
• Case study reviews 
• Direct advice 

   

94. Recommend strategic approaches to build capacity and achieve 
community recovery. D-3   

    

Behavior/Activity: Secure support for Community Recovery Assistance 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

95. Obtain support from recovery functional areas. D-3   

• Recovery Mission/Outreach Support group    
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• Recovery Coordination group  
• Recovery Support Function [RSF] community-level support 

(Interagency Agreement [IAA] and Mission Assignment [MA]) 

96. Exchange information with Community Recovery Assistance and 
other recovery staff to implement the RSS. D-3   

• Community-level recovery needs 
• Capacity gaps 
• Emerging issues and challenges 

   

97. Establish implementation support for community recovery. D-3   

• Targeted recovery assistance after mission conclusion 
• Remote recovery support 
• Federal and state, tribal, territorial agency follow-on support 

   

98. Identify creative partnership opportunities to the Recovery 
Coordination function. D-3   

    

Behavior/Activity: Oversee delivery of Community Recovery assistance at the community level per the 
Recovery Support Strategy 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

99. Ensure partnerships support community-driven recovery processes 
as directed. D-3   

100. Ensure resources are available to crew leaders to execute the 
mission. D-3   

• Tools 
• Staff 
• Technical specialists 
• Logistics 

   

101. Establish initial contacts and working relationships with 
community leaders. D-3   

102. Ensure consistent application of recovery policies and procedures. D-3   

• Joint Field Office (JFO) media policy 
• Management Plan (part of the Recovery Support Strategy) 

   

103. Monitor delivery of Community Recovery assistance and adjust as 
required. D-3   

• Staffing 
• Resources 
• Scope of assistance 
• Problem resolution 
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104. Oversee the development and implementation of recovery planning 
processes in coordination with community leaders. D-3   

• Engagement strategy 
• Final products 

   

105. Establish and maintain the overall production schedule for the 
functional area. D-3   

106. Resolve problems identified by the crew leader (solve the 
problems you can and submit up the chain of command those you 
cannot). 

D-3 
  

107. Ensure that group processes are effective in achieving Recovery 
Support Strategy objectives. D-3   

• Facilitation roles 
• Strategies 
• Diverse audiences 

   

    

Behavior/Activity: Ensure adherence to and support of the Recovery Communication Strategy and message 
delivery 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

107. Maintain objectivity. I   

108. Distinguish between advising and advocating. I   

109. Present positive messaging. I   

110. Follow the JFO media policy. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

111. Determine the time of transfer. I   

112. Provide for adequate overlap to ensure efficient transfer of duties. I   

113. Ensure that incident status information is up-to-date. I   

114. Ensure that an effective transfer of duties is accomplished. I   
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115. Brief replacement on current situation. I   

116. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

117. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

118. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

119. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

120. Obtain performance appraisal from supervisor. D-3   

121. Make return travel arrangements. D-3   

122. Prepare final travel voucher. D-3   

123. Return equipment to Accountable Property Officer (APO). D-3   

124. Submit final timesheet, appraisal form, and travel voucher. D-3   

125. Check out with Automated Deployment Database (ADD). D-3   

126. Report to the Training Unit upon completion of training 
assignment. I   

127. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

NDRS Community Recovery Assistance Task Force Leader 
(CRTL) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

NDRS Community Recovery Assistance Task Force Leader 
(CRTL) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

NDRS Community Recovery Assistance Task Force 
Leader (CRTL) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position. 

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



REVISED: 24 April 2012  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

NDRS Federal Disaster Recovery Officer- 

Type I (FR01) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

An Evaluator’s Guide is available at (insert location such as the share drive).  This guide provides 
performance indicator examples for the evaluator’s use when assessing the trainee’s performance and 
determining if an employee has satisfactorily performed each of the tasks listed in a PTB.  The 
competency listed in the PTB under each behavior/activity contains a reference number that links to the 
Evaluator’s Guide.  For example, listed below is a sample behavior/activity and competency listed in a 
PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for functioning during the 
first 72 hours in a personal, easily-transferable go-kit prior to 
assignment. 

E 
  

• References appropriate for the incident type and agency involved 
• FEMA Incident Management Handbook (IMH) 
• Position job aids 
• FEMA Acronyms, Abbreviations and Terms (FAAT) 
• Stafford Act 
• Appropriate Incident Command System (ICS) forms 
• Appropriate office supplies 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to “Common Responsibilities” (Chapter 2, 
IMH). I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Obtain agency identification (badge) or other government-issued 
identifications. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Report to the Training Unit to check in as a trainee. I   

9. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Obtain situational information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

11. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current state and local 

priorities 

   

12. Identify topics and issues of potential relevance to your 
assignment. I   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet  FDRC’s direction 

Competency: Manage Resources (19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Determine if organizational structure is appropriate. D-2   

• Incident objectives and immediate supervisor direction 
• Recovery Support Functions (RSF) assigned. 
• Coordination needs at the state, tribal, territorial, and local level 
• Span of control 

   

14. Gather and organize multiple resources for the assignment. D-2   

15. Review the Incident Action Plan (IAP) or other relevant plans to 
identify resources assigned by type and quantity. D-2   

• Location and status of assigned resources 
• Resource identifier, if assigned (e.g., Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 

   

16. Ensure that personnel are qualified to perform assigned positions. D-2   

17. Discuss findings and recommendations with immediate supervisor 
as necessary. D-2   

• Organizational structure 
• Shortages or surpluses of resources 
• Changes in tactics 
• Issues and concerns 
• Facilities needs if applicable 

   

18. Make any organizational adjustments if necessary. D-2   

19. Notify affected assigned resources of any changes. D-2   

20. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-2   

21. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Unity of command 
• Proper ICS positions 
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

22. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS forms. I   

23. Maintain appropriate span of control. I   

24. Use common terminology. I   

25. Maintain unity of command. I   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Attend scheduled briefings as required. D-2   

27. Brief assigned subordinates on details of the IAP following the 
Operations briefing. D-2   

• Ensure that all direct subordinates receive a briefing 
• Remind direct subordinates that all supervisory personnel need to be 

briefed 
• Ensure assignments are clear and provide additional information 

needed 
• Discuss special safety considerations or situations 

   

28. Debrief your immediate staff at the end of the operational period to 
gather information. D-2   

• Current situation 
• Assessment of work progress 
• Tactical adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

29. Brief immediate supervisor and Situation Unit on results of 
debriefings. D-2   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

31. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

32. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. I   

35. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

36. Keep Command and General Staff informed. D-3   

• Current information 
• Significant changes 
• Significant decision and actions 

   

37. Provide the Situation Unit Leader with branch information for the 
situation report (SitRep). D-3   
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Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Participate in the preparation of plans as directed by the FDRC. D-2   

• Advanced Operational Plan 
• Incident Strategic Plan 
• Functional Plans 
• Demobilization Plan 
• Evacuation Plans (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

39. Solicit input from branch entities affected during plan development 
stage and provide them an opportunity to review the draft 
document. 

D-2 
  

    

Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. At the direction of the FDRC, coordinate with the Operations 
Section Chief (OSC), branch director, division supervisor (DIVS, 
if assigned), and assigned RSFs to prepare for the Operations 
Tactics meeting. 

D-2 
  

41. Obtain direction from immediate supervisor for the next 
operational period. D-2   

42. At the direction of the FDRC, use Operational Planning Worksheet 
(ICS Form 215) to develop tasks and identify resource 
assignments. 

D-2 
  

43. Write task descriptions providing clear, concise direction and 
performance expectations that support the incident objectives. D-2   

44. Ensure accurate operational information is included on the ICS 
Form 215. D-2   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

45. Ensure that safety issues have been addressed and adequately D-2   
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mitigated. 

46. Participate in the Operations Tactics meeting to review and finalize 
the ICS Form 215. D-2   

• Ensure instructions are clear and complete with sufficient detail for the 
Resource Unit to develop ICS Forms 204 (Assignment List) 

• Provide input to update the incident map 
• Identify additional resources needed and/or surpluses 

   

47. Verify that additional resources identified on the ICS Form 215 for 
the branch/group at the Tactics meeting have been ordered. D-2   

48. Attend the Command and General Staff planning meeting as 
requested. D-3   

• Review the IAP 
• Recommend corrections/adjustments to the IAP 

   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Delegate specific authority based on the assigned tasks to 
appropriate assigned personnel. D-2   

50. Hold personnel accountable for execution of assigned tasks. D-2   

51. Obtain periodic status reports from subordinates and other 
personnel on progress to evaluate effectiveness of operations. D-2   

52. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-2   

53. Request additional resources or release surplus resources. D-2   

54. Keep immediate supervisor and assigned personnel informed of 
changes. D-2   

55. Coordinate with assigned division supervisors when working or 
assigning resources in their division. D-2   

56. Use appropriate forms to request services and supplies. D-2   

57. Notify immediate supervisor and Resource Unit leader of all 
resource status changes when they occur. D-2   

58. Address logistical problems that subordinates report. D-2   

59. Ensure that the work completed is consistent with direction, policy, 
and incident objectives. D-3   



NDRS FEDERAL DISASTER RECOVERY OFFICER-TYPE I (FR01) | 24 April 2012 

12 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

• Immediate supervisor’s direction 
• FEMA policies 

   

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

60. Provide for the safety, welfare, and accountability of co-workers. D-2   

61. Recognize potentially-hazardous situations. D-2   

62. Communicate potentially-hazardous situations. D-2   

63. Use personal protective equipment (PPE) as issued. D-2   

64. Safeguard property and equipment. D-2   

65. Provide current information for the call-down roster. D-2   

66. Verify special precautions are taken when hazards exist. D-2   

67. Develop and communicate emergency procedures consistent with 
the safety security plans. D-2   

68. Maintain the integrity of the call-down roster. D-2   

69. Notify the Safety Officer of any accidents. D-2   

    

Behavior/Activity: Coordinate with state, tribal, territorial, local, and other federal agency officials to ensure 
unity of effort as directed by FDRC 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Ensure local officials are receiving the necessary information and 
support in accordance with the Stafford Act. D-2   

71. Ensure FEMA is hearing the concerns of local officials. D-2   

72. Ensure FDRC is receiving the necessary support and information 
from state, tribal, territorial and local officials to fulfill the 
recovery mission. 

D-2 
  

73. Ensure consistent communication and collaboration with Recovery 
Support Function agencies.  D-2   

74. Identify and track to resolution  any disagreements, issues, and 
misunderstandings that affect the recovery mission D-2   
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75. Ensure critical information, tactics, and contingency plans are 
shared with state, tribal, territorial and local officials as directed by 
the FDRC 

D-2 
  

76. Take early action to identify coordination issues and keep FDRC 
informed so they can be mitigated or resolved  D-2   

77. Collaborate with the state, tribe, territory in encouraging and 
supporting local incident action planning. D-2   

78. Foster team work and emphasize a unified approach. D-2   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

80. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

• Consult with Alternative Dispute Resolution (ADR) if disagreements or 
conflicts threaten to distract attention to the mission 

   

81. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. I   

82. Represent FEMA in a professional manner when working with 
internal and external parties. I   

83. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATO
R INITIALS 

84. Exhibit principles of duty, integrity, and respect. D-2   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

85. Establish work assignments and set priorities. D-2   

86. Take corrective action when problems arise. D-2   

87. Establish and communicate basic work guidelines. D-2   

• Work hours 
• Rotation schedule 
• Call-down contact list 
• Staggering of work hours 

   

88. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-2   

89. Evaluate performance continuously. D-2   

90. Ensure that personnel receive needed training, mentoring, and 
coaching. D-2   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel so they can develop and maintain skills 
• Provide subordinates with opportunities for development 

   

91. Recognize effective individual and team performance. D-2   

92. Ensure all personnel time records are complete, accurate, and 
submitted within established time frames. D-2   

93. Prepare and discuss formal performance evaluations. D-2   



24 April 2012|  NDRS FEDERAL DISASTER RECOVERY OFFICER-TYPE I (FR01) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 15 

94. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-2   

95. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-2   

96. Monitor employee performance to assess the need for possible rest 
or rotation. D-2   

97. Write performance appraisals and discuss the results with 
subordinates. D-2   

    

Behavior/Activity: Provide operational support to Federal Disaster Recovery Coordinator in establishing 
the  recovery mission 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATO
R INITIALS 

98. Obtain situational awareness. D-2   

• Regional recovery counterparts 
• Disaster leadership 
• Recovery Support Function agencies 
• Response operations 
• National Disaster Recovery Division headquarters staff Media sources 

   

99. Support coordination of Advance Team mobilization as directed by 
FDRC D-2   

• Assessment team mobilization 
• Interagency participation 
• National Disaster Recovery Division headquarters staff coordination 

   

100. Support the Federal Disaster Recovery Coordinator (FDRC) in 
coordinating and writing the Mission Scoping Assessment Report 
(MSAR). 

D-2 
  

101.  Assist FDRC in determining regional and state engagement 
strategies. D-2   

103.  D-2   

104. Ensure all key information is shared with National Disaster 
Recovery Division headquarters staff at the direction of the FDRC. D-2   

105. Inform FDRC of potential recovery issues for resolution or 
elevation to NDRD headquarters staff.  I   

    

Behavior/Activity:  Represent the FDRC on recovery-related matters  in disaster-impacted area upon 
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request 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATO
R INITIALS 

106. Articulate recovery program complexities, nuances, and technical 
information to a wide range of audiences and senior officials. D-2   

107. Represent the FDRC as requested in public forums on community 
recovery issues. D-2   

108. Represent the FDRC as requested to explain recovery programs 
and issues to local, state, and federal elected officials. D-2   

109. Act on opportunities to promote recovery programs in public 
forums and with the private sector upon request from FDRC D-2   

    

Behavior/Activity: Support development of  the  Recovery Support Strategy as directed by the Federal 
Disaster Recovery Coordinator 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

110. Ensure coordination of recovery partner inputs to the scope and 
strategies of the Recovery Support Strategy.   D-2   

• RSF agencies 
• JFO 
• Tribal, territorial, state, and local officials 
• Non-traditional leaders 

   

111. Support the FDRC in developing, communicating, and negotiating 
the scope and strategies for the recovery mission. D-2   

• White House engagement 
• Executive Branch engagement 
• Congressional engagement 
• Governors’ offices 

   

112. Coordinate written concurrence from state, tribal, territorial 
leadership for the Recovery Support Strategy. D-2   

113. Coordinate written concurrence from senior disaster leadership for 
the Recovery Support Strategy. D-2   
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Behavior/Activity: Support the FDRC  in implementing the  Recovery Support Strategy (RSS) 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

114. Coordinate adjustment of the Recovery Support Strategy as 
required at the direction of the FDRC. D-2   

115. Monitor establishment of federal, tribal, territorial, state, and 
recovery organizational structures. D-2   

• Maintain communication with Recovery Coordination function    

116. Support the FDRC in managing expectations of the recovery 
mission among senior leaders and stakeholders. D-2   

• FCO 
• Operations Section Chief 
• Tribal, territorial, state, and community leaders 

   

117. Support the FDRC to ensure consistent execution of the recovery 
mission in all functional and geographic areas. D-2   

118. Support unity of effort among federal, tribal, territorial, state, and 
local recovery efforts as directed. D-2   

• Participation in tribal, territorial, state, and community task forces 
• Sustained relationships with any relevant tribal, territorial, state, and 

local agencies 

   

119. Coordinate mobilization of all appropriate Recovery Support 
Functions (RSFs) as directed by FDRC. D-2   

120. Support the FDRC in ensuring regular communication and 
collaborative relationships between all recovery functional areas 
in order to implement the Recovery Support Strategy (RSS). 

D-2 
  

• Recovery Mission/Outreach Support 
• Community Recovery Assistance 
• Recovery Coordination 

   

    

Behavior/Activity: Ensure operational elements of the recovery mission are carried out as directed by the 
FDRC 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

121. Ensure Recovery Mission Support activities are carried out 
effectively. D-2   

• Procurement activities    



NDRS FEDERAL DISASTER RECOVERY OFFICER-TYPE I (FR01) | 24 April 2012 

18 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

• Human resources 
• Recovery Information Management system 

122. Ensure the final review and edit of required reports that are 
external to recovery, to maintain unity of effort and the common 
operating picture as directed by FDRC. 

D-2 
  

123. Ensure Recovery Outreach Support activities are carried out 
effectively. D-2   

• Recovery Communications Strategy 
• Recovery Outreach Support group support to all other functional areas 
• Message delivery 
• Interaction with the public, media, and other external stakeholders 

   

124. Ensure Recovery Coordination activities are carried out 
effectively. D-2   

• Recovery Coordination Strategy 
• Consistency of all Recovery Coordination efforts 
• Major Recovery Coordination issues resolution 

   

125. Ensure Community Recovery Assistance activities are carried out 
effectively. D-2   

• Strategic guidance and advice to states, tribes, territories  and 
communities to inform community recovery 

• Support for Community Recovery Assistance throughout all phases of 
recovery 

• Delivery of Community Recovery at the state, tribe, territory and 
community level per the RSS. 

• Consistency of all Community Recovery Assistance efforts 
• Major Community Recovery issue resolution 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

126. Determine the time of transfer. I   

127. Provide for adequate overlap to ensure efficient transfer of duties. I   

128. Ensure that incident status information is up-to-date. I   

129. Ensure that an effective transfer is accomplished at all levels of 
the branch. I   

130. Brief replacement on current situation. I   

  



24 April 2012|  NDRS FEDERAL DISASTER RECOVERY OFFICER-TYPE I (FR01) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 19 

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

131. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-2   

132. Ensure that staff are provided with performance appraisals and 
return accountable property prior to release. D-2   

133. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATO
R INITIALS 

134. Obtain performance appraisal from supervisor. I   

135. Make return travel arrangements. I   

136. Prepare final travel voucher. I   

137. Return equipment to Accountable Property Officer (APO). I   

138. Submit final timesheet, appraisal form, and travel voucher. I   

139. Check out with Automated Deployment Database (ADD). I   

140. Report to the Training Unit upon completion of training 
assignment. I   

141. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

NDRS Federal Disaster Recovery Officer- 
Type I (FR01) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

NDRS Federal Disaster Recovery Officer- 
Type I (FR01) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

NDRS Federal Disaster Recovery Officer- 
Type I (FR01) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
         

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position. 

 
Official’s Signature and Date 

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



REVISED: 24 April 2012  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

NDRS Federal Disaster Recovery Officer- 

Type II (FR02) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

An Evaluator’s Guide is available at (insert location such as the share drive).  This guide provides 
performance indicator examples for the evaluator’s use when assessing the trainee’s performance and 
determining if an employee has satisfactorily performed each of the tasks listed in a PTB.  The 
competency listed in the PTB under each behavior/activity contains a reference number that links to the 
Evaluator’s Guide.  For example, listed below is a sample behavior/activity and competency listed in a 
PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 



24 April 2012|  NDRS FEDERAL DISASTER RECOVERY OFFICER-TYPE II (FR02) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 5 

Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for functioning during the 
first 72 hours in a personal, easily-transferable go-kit prior to 
assignment. 

E 
  

• References appropriate for the incident type and agency involved 
• FEMA Incident Management Handbook (IMH) 
• Position job aids 
• FEMA Acronyms, Abbreviations and Terms (FAAT) 
• Stafford Act 
• Appropriate Incident Command System (ICS) forms 
• Appropriate office supplies 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to “Common Responsibilities” (Chapter 2, 
IMH). I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Obtain agency identification (badge) or other government-issued 
identifications. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Report to the Training Unit to check in as a trainee. I   

9. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Obtain situational information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

11. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current state and local 

priorities 

   

12. Identify topics and issues of potential relevance to your 
assignment. I   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet  FDRC’s direction 

Competency: Manage Resources (19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Determine if organizational structure is appropriate. D-2   

• Incident objectives and immediate supervisor direction 
• Recovery Support Functions (RSF) assigned. 
• Coordination needs at the state, tribal, territorial, and local level 
• Span of control 

   

14. Gather and organize multiple resources for the assignment. D-2   

15. Review the Incident Action Plan (IAP) or other relevant plans to 
identify resources assigned by type and quantity. D-2   

• Location and status of assigned resources 
• Resource identifier, if assigned (e.g., Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 

   

16. Ensure that personnel are qualified to perform assigned positions. D-2   

17. Discuss findings and recommendations with immediate supervisor 
as necessary. D-2   

• Organizational structure 
• Shortages or surpluses of resources 
• Changes in tactics 
• Issues and concerns 
• Facilities needs if applicable 

   

18. Make any organizational adjustments if necessary. D-2   

19. Notify affected assigned resources of any changes. D-2   

20. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-2   

21. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Unity of command 
• Proper ICS positions 
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

22. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS forms. I   

23. Maintain appropriate span of control. I   

24. Use common terminology. I   

25. Maintain unity of command. I   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Attend scheduled briefings as required. D-2   

27. Brief assigned subordinates on details of the IAP following the 
Operations briefing. D-2   

• Ensure that all direct subordinates receive a briefing 
• Remind direct subordinates that all supervisory personnel need to be 

briefed 
• Ensure assignments are clear and provide additional information 

needed 
• Discuss special safety considerations or situations 

   

28. Debrief your immediate staff at the end of the operational period to 
gather information. D-2   

• Current situation 
• Assessment of work progress 
• Tactical adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

29. Brief immediate supervisor and Situation Unit on results of 
debriefings. D-2   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

31. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

32. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. I   

35. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

36. Keep Command and General Staff informed. D-3   

• Current information 
• Significant changes 
• Significant decision and actions 

   

37. Provide the Situation Unit Leader with branch information for the 
situation report (SitRep). D-3   
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Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Participate in the preparation of plans as directed by the FDRC. D-2   

• Advanced Operational Plan 
• Incident Strategic Plan 
• Functional Plans 
• Demobilization Plan 
• Evacuation Plans (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

39. Solicit input from branch entities affected during plan development 
stage and provide them an opportunity to review the draft 
document as directed by the FDRC. 

D-2 
  

    

Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. At the direction of the FDRC, coordinate with the Operations 
Section Chief (OSC), branch director, division supervisor (DIVS, 
if assigned), and assigned RSFs to prepare for the Operations 
Tactics meeting. 

D-2 
  

41. Obtain direction from immediate supervisor for the next 
operational period. D-2   

42. At the direction of the FDRC, use Operational Planning Worksheet 
(ICS Form 215) to develop tasks and identify resource 
assignments. 

D-2 
  

43. Write task descriptions providing clear, concise direction and 
performance expectations that support the incident objectives. D-2   

44. Ensure accurate operational information is included on the ICS 
Form 215. D-2   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

45. Ensure that safety issues have been addressed and adequately D-2   
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mitigated. 

46. Participate in the Operations Tactics meeting to review and finalize 
the ICS Form 215. D-2   

• Ensure instructions are clear and complete with sufficient detail for the 
Resource Unit to develop ICS Forms 204 (Assignment List) 

• Provide input to update the incident map 
• Identify additional resources needed and/or surpluses 

   

47. Verify that additional resources identified on the ICS Form 215 for 
the branch/group at the Tactics meeting have been ordered. D-2   

48. Attend the Command and General Staff planning meeting as 
requested. D-3   

• Review the IAP 
• Recommend corrections/adjustments to the IAP 

   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments as directed by 
the FDRC. 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Delegate specific authority based on the assigned tasks to 
appropriate assigned personnel. D-2   

50. Hold personnel accountable for execution of assigned tasks. D-2   

51. Obtain periodic status reports from subordinates and other 
personnel on progress to evaluate effectiveness of operations. D-2   

52. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-2   

53. Request additional resources or release surplus resources. D-2   

54. Keep FDRC and assigned personnel informed of changes. D-2   

55. Coordinate with assigned division supervisors when working or 
assigning resources in their division. D-2   

56. Use appropriate forms to request services and supplies. D-2   

57. Notify immediate supervisor and Resource Unit leader of all 
resource status changes when they occur. D-2   

58. Address any logistical problems reported by subordinates. D-2   

59. Ensure that the work completed is consistent with direction, policy, 
and incident objectives. D-3   
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• Immediate supervisor’s direction 
• FEMA policies 

   

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

60. Provide for the safety, welfare, and accountability of co-workers. D-2   

61. Recognize potentially-hazardous situations. D-2   

62. Communicate potentially-hazardous situations. D-2   

63. Use personal protective equipment (PPE) as issued. D-2   

64. Safeguard property and equipment. D-2   

65. Provide current information for the call-down roster. D-2   

66. Verify special precautions are taken when hazards exist. D-2   

67. Develop and communicate emergency procedures consistent with 
the safety security plans. D-2   

68. Maintain the integrity of the call-down roster. D-2   

69. Notify the Safety Officer of any accidents. D-2   

    

Behavior/Activity: Coordinate with state, tribal, territorial, local, and other federal agency officials to ensure 
unity of effort as directed by FDRC 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Ensure local officials are receiving the necessary information and 
support in accordance with the Stafford Act. D-2   

71. Ensure FEMA is hearing the concerns of local officials. D-2   

72. Ensure FDRC is receiving the necessary support and information 
from state, tribal, territorial and local officials to fulfill the 
recovery mission. 

D-2 
  

73. Ensure consistent communication and collaboration with Recovery 
Support Function agencies.  D-2   

74. Identify and track to resolution  any disagreements, issues, and 
misunderstandings that affect the recovery mission D-2   
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75. Ensure critical information, tactics, and contingency plans are 
shared with state, tribal, territorial and local officials as directed by 
the FDRC 

D-2 
  

76. Take early action to identify coordination issues and keep FDRC 
informed so they can be mitigated or resolved  D-2   

77. Collaborate with the state, tribe, territory in encouraging and 
supporting local incident action planning. D-2   

78. Foster team work and emphasize a unified approach. D-2   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

80. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

• Consult with Alternative Dispute Resolution (ADR) if disagreements or 
conflicts threaten to distract attention to the mission 

   

81. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. I   

82. Represent FEMA in a professional manner when working with 
internal and external parties. I   

83. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Exhibit principles of duty, integrity, and respect. D-2   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

85. Establish work assignments and set priorities. D-2   

86. Take corrective action when problems arise. D-2   

87. Establish and communicate basic work guidelines. D-2   

• Work hours 
• Rotation schedule 
• Call-down contact list 
• Staggering of work hours 

   

88. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-2   

89. Evaluate performance continuously. D-2   

90. Ensure that personnel receive needed training, mentoring, and 
coaching. D-2   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel so they can develop and maintain skills 
• Provide subordinates with opportunities for development 

   

91. Recognize effective individual and team performance. D-2   

92. Ensure all personnel time records are complete, accurate, and 
submitted within established time frames. D-2   

93. Prepare and discuss formal performance evaluations. D-2   
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94. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-2   

95. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-2   

96. Monitor employee performance to assess the need for possible rest 
or rotation. D-2   

97. Write performance appraisals and discuss the results with 
subordinates. D-2   

    

Behavior/Activity: Demonstrate knowledge and understanding of the recovery functional areas 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

98. Participate with the Community Recovery Assistance staff for a 
full operational period. D-2   

• CRA Internal Meetings 
• Community Assessment 
• Community Recovery public meetings/open houses 

   

99.   Participate with the Recovery Coordination staff for a full 
operational period. D-2   

• RSF Coordination meetings 
• Local recovery committee meetings    

100.   Participate with the Recovery Mission/Outreach Support staff for 
a full operational period. D-2   

• Meetings between recovery outreach support and ESF#15  
• Recovery product development  
• Recovery Mission support  report preparation 
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Behavior/Activity: Provide support to Federal Disaster Recovery Coordinator in establishing the  recovery 
mission 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

101. Obtain situational awareness. 

    
D-2 

  

• Regional recovery counterparts 
• Federal Disaster Recovery Coordinator (FDRC) 
• Disaster leadership 
• Coordination TF and Recovery Support Functions 
• Recovery Support Function agencies 
• Response operations 
• National Disaster Recovery Planning Division (NDRPD) headquarters 

staff  
• Media sources 

   

102. Support coordination of Advance Team mobilization as directed by 
FDRC. D-2   

• Assessment team mobilization 
• Interagency participation 
• National Disaster Recovery Division headquarters staff coordination 

   

103. Support the FDRC in coordinating and writing the Mission Scoping 
Assessment Report (MSAR). D-2   

104.  Assist FDRC in determining regional and state engagement 
strategies. D-2   

105. Ensure all key information is shared with Regional Office and 
NDRPD headquarters staff at the direction of the FDRC. D-2   

106. Inform FDRC of potential recovery issues for resolution or 
elevation to RA and/or NDRPD headquarter.  I   

    

Behavior/Activity:  Represent the FDRC on recovery-related matters  in disaster-impacted area upon request 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

107. Articulate recovery program complexities, nuances, and technical 
information to a wide range of audiences and senior officials. D-2   

108. Represent the FDRC as requested in public forums on community 
recovery issues. D-2   
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109. Represent the FDRC as requested to explain recovery programs 
and issues to local, state, and federal elected officials. D-2   

110. Act on opportunities to promote recovery programs in public 
forums and with the private sector upon request from FDRC. D-2   

    

Behavior/Activity: Develop the  Recovery Support Strategy as directed by the Federal Disaster Recovery 
Coordinator 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

111. Coordinate recovery partner inputs to the scope and strategies of 
the Recovery Support Strategy.   D-2   

• RSF agencies 
• JFO 
• Tribal, territorial, state, and local officials 
• Non-traditional leaders 

   

112. Support the FDRC in developing, communicating, and negotiating 
the scope and strategies for the NDRF supported recovery mission 
including documenting agreements through the RSS and other 
management and communication documents. 

D-2 
  

• White House engagement 
• Executive Branch engagement 
• Congressional engagement 
• Governors’ offices 

   

113. Coordinate written concurrence from FCO, senior disaster 
leadership, state, tribal, territorial leadership for the Recovery 
Support Strategy. 

D-2 
  

    

Behavior/Activity: Support the FDRC  in implementing the  Recovery Support Strategy (RSS) 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

114. Coordinate adjustment of the Recovery Support Strategy as 
required at the direction of the FDRC. D-2   

115. Monitor establishment of and provide support as directed by 
FDRC for federal, tribal, territorial, state, and recovery 
organizational structures. 

D-2 
  

• Maintain communication with Recovery Coordination function    
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116. Support the FDRC in managing expectations of the recovery 
mission among senior leaders and stakeholders. D-2   

• FCO 
• Operations Section Chief 
• Tribal, territorial, state, and community leaders 

   

117. Support the FDRC to ensure consistent execution of the recovery 
mission in all functional and geographic areas. D-2   

118. Support unity of effort among federal, tribal, territorial, state, and 
local recovery efforts as directed. D-2   

• Participation in tribal, territorial, state, and community task forces 
• Sustained relationships with any relevant tribal, territorial, state, and 

local agencies 

   

119. Coordinate mobilization of all appropriate Recovery Support 
Functions (RSFs) as directed by FDRC.  Oversee Recovery 
Coordination Group supervisor’s management of RSF activities. 

D-2 
  

120. Support the FDRC in ensuring regular communication and 
collaborative relationships between all recovery functional areas 
in order to implement the Recovery Support Strategy (RSS). 

D-2 
  

• Recovery Mission/Outreach Support 
• Community Recovery Assistance 
• Recovery Coordination 

   

    

Behavior/Activity: Assist FDRC to oversee performance of operational elements of the recovery mission as 
directed by the FDRC 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

121. Support FDRC to ensure performance of Recovery Mission 
/Outreach Support Group activities. D-2   

• Provide operational direction to Recovery Mission/Outreach Support  
group  

• Procurement activities 
• Human resources 
• Recovery Information Management system 
• Recovery Communication Strategy 
• Communications group support to all other functional areas 
• Support recovery message delivery 
• Interaction with the public, media, and other external stakeholders 
• Provide direction to Recovery Mission/Outreach Support Group and 

External Affairs to manage interaction with the public, media, and 
other external stakeholders 
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122.  Support FDRC to ensure the final review and edit of required 
reports that are external to recovery, to maintain unity of effort 
and the common operating picture as directed by FDRC. 

D-2 
  

123. Support the FDRC to ensure and oversee Recovery Coordination 
activities. D-2   

• Provide operational direction to Recovery Coordination Group 
Supervisor 

• Recovery Coordination Strategy 
• Consistency of all Recovery Coordination efforts 

Major Recovery  Coordination issues resolution 

   

124.  Support the FDRC to ensure and oversee Community Recovery 
Assistance activities. D-2   

• Provide operational direction to Community Recovery Assistance 
Group Supervisor 

• Strategic guidance and advice to states, tribes, territories  and 
communities to inform community recovery 

• Support for Community Recovery Assistance throughout all phases of 
recovery 

• Delivery of Community Recovery at the state, tribe, territory and 
community level per the RSS. 

• Consistency of all Community Recovery Assistance efforts 
• Major Community Recovery issue resolution 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

125. Determine the time of transfer. I   

126. Provide for adequate overlap to ensure efficient transfer of duties. I   

127. Ensure that incident status information is up-to-date. I   

128. Ensure that an effective transfer is accomplished at all levels of 
the branch. I   

129. Brief replacement on current situation. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

130. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-2   

131. Ensure that staff are provided with performance appraisals and 
return accountable property prior to release. D-2   

132. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

133. Obtain performance appraisal from supervisor. I   

134. Make return travel arrangements. I   

135. Prepare final travel voucher. I   

136. Return equipment to Accountable Property Officer (APO). I   

137. Submit final timesheet, appraisal form, and travel voucher. I   

138. Check out with Automated Deployment Database (ADD). I   

139. Report to the Training Unit upon completion of training 
assignment. I   

140. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

NDRS Federal Disaster Recovery Officer 
Type II (FR02) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

NDRS Federal Disaster Recovery Officer- 
Type II (FR02) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

NDRS Federal Disaster Recovery Officer- 
Type II (FR02) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
         

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position. 

 
Official’s Signature and Date 

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



REVISED:  24 APRIL 2012   

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

NDRS Recovery Coordination Specialist (NCSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

An Evaluator’s Guide is available at (insert location such as the share drive).  This guide provides 
performance indicator examples for the evaluator’s use when assessing the trainee’s performance and 
determining if an employee has satisfactorily performed each of the tasks listed in a PTB.  The 
competency listed in the PTB under each behavior/activity contains a reference number that links to the 
Evaluator’s Guide.  For example, listed below is a sample behavior/activity and competency listed in a 
PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Obtain agency identification (badge) or other government-issued 
identifications. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Report to the Training Unit to check in as a trainee. I   

9. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Obtain situational information relevant to your assignment. I   

11. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

12. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Demonstrate appropriate level of knowledge of ICS structure, 
principles, and positions. I   

14. Use common terminology. I   

  



24 April 2012 | NDRS RECOVERY COORDINATION SPECIALIST (NCSP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 7 

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

16. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

17. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

18. Share current information with co-workers and immediate 
supervisor. D-3   

19. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Provide for the safety, welfare, and accountability of co-workers. D-3   

21. Recognize potentially-hazardous situations. D-3   

22. Communicate potentially-hazardous situations. D-3   
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23. Use personal protective equipment (PPE) as issued. D-3   

24. Safeguard property and equipment. D-3   

25. Provide current information for the call-down roster. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

27. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

28. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Support the establishment of external coordination structures as directed 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Support organizational development of a broad coordination 
structure at tribal, territorial, state, and local levels. I   

30. Identify the stakeholders to be involved in community-level 
coordination groups. I   

31. Identify the stakeholders to be involved in Recovery Support 
Function (RSF) coordination groups. I   

• State-level participation 
• Tribe/Territory-level participation 
• Nongovernmental organizations (NGOs) 
• Private sector 
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Behavior/Activity: Support the establishment of internal coordination relationships as directed 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Gather information to facilitate communications between response, 
recovery, and other internal partners. D-3   

• Distribution lists 
• Contact lists 

   

33.   Gather information to facilitate communications between RSF 
agencies. D-3   

34. Identify other internal partner actions or information that may 
affect recovery. D-3   

• Public Assistance (PA) 
• Hazard Mitigation (HM) 
• Individual Assistance (IA) 
• Voluntary Agency Liaison (VAL) 
• External Affairs (EA) 
• Equal Rights Office 

   

35. Analyze information to identify opportunities for collaboration. D-3   

36. Analyze information to identify programmatic gaps, overlaps, 
conflicts, and other issues that may affect the recovery mission. D-3   

    

Behavior/Activity: Support the  collection and analysis of recovery information and progress towards 
Recovery Support Strategy objectives as directed 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Gather information from RSF Field Coordinators and other 
recovery partners. I   

38. Analyze information to identify programmatic gaps, overlaps, 
conflicts and other issues that may affect the recovery mission. I   

39. Prepare analytical documents as directed. I   

• Information issue summary reports 
• White papers 
• Recovery situation analysis  
• Policy memos 

   

40. Analyze recovery partner program progress to identify recovery 
status. I   
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Behavior/Activity: Identify and coordinate human, financial, and collateral resources that support  
community recovery 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Research and synthesize recovery resources and information 
appropriate for the specific disaster. I   

• Funding timelines 
• State-specific grants/programs/technical assistance 
• Nongovernmental organizations 
• Federal programs 
• Congressional disaster supplemental resources and information 

   

42. Resolve problems and elevate those problems that cannot be 
resolved. I   

43. Assist in packaging and maximizing funding to leverage recovery 
program resources. I   

44. Arrange resource coordination meetings/events to facilitate access 
to resources. I   

• Resource fairs and other information sharing events 
• Resource-alignment events to meet community needs 
• Project–specific agency meetings 

   

45. Act on requests from community-based recovery teams for federal 
community recovery assistance, resources, and subject matter 
expertise. 

I 
  

    

Behavior/Activity: Provide support to RSF agencies as directed 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46.    Facilitate information flow between RSF Field Coordinators and 
local government leadership in collaboration with 
Intergovernmental Affairs (ESF-15) and Community Recovery 
Assistance Group. 

I 
  

47.   Track and report emerging recovery issues that cross jurisdictional 
boundaries to inform RSF efforts.  I   

48. Identify opportunities to coordinate with internal partners. I   

49. Act on requests from community-based recovery teams to assist in 
identifying federal community recovery assistance, resources, and 
subject matter expertise. 

I 
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50. Seek assistance from the Recovery Mission/Outreach Support 
group to ensure that RSF operations and communications go 
smoothly. 

I 
  

• Meeting setup 
• Announcements 
• Calendar updates 
• Success stories 
• Meeting summaries 

   

51. Research internal partner programs applicable to the RSF(s). I   

• Policies 
• Limitations 
• Funding programs 
• Technical assistance 

   

52. Alert the Recovery Mission/Outreach Support Group of 
requirements for Interagency Agreements (IAAs) and Mission 
Assignments (MAs). 

I 
  

    

Behavior/Activity: Facilitate group processes that contribute to achieving Recovery Support Strategy 
objectives 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Facilitate multi-stakeholder meetings and collaborative problem-
solving of diverse audiences as requested. I   

• Size and composition 
• Perspectives/competing priorities 
• Agendas 

   

54. Speak publically in front of diverse audiences. I   

55. Follow appropriate protocols for leading discussions with diverse 
audiences. I   

56. Adapt facilitation approaches to the cultural and linguistic norms 
of recovery partners. 
• Use expertise of ESF-15 and Recovery Outreach Support personnel 

I 
  

57. Prepare Policy and Issue Analysis. I   

• Identify policy issues and write them up for review at the higher RSF 
levels 

• Prepare recovery situation analysis 

   

58. Coordinate internally. I   

• Work with  Recovery Mission/Outreach Support group to get    
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situational awareness and Joint Field Office (JFO) updates 

    

Behavior/Activity: Ensure adherence to and support the Recovery Communication Strategy and message 
delivery 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

59. Maintain objectivity. I   

60. Distinguish between advising and advocating. I   

61. Present positive messaging. I   

62. Follow the Joint Field Office (JFO) media policy. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Determine the time of transfer. I   

64. Provide for adequate overlap to ensure efficient transfer of duties. I   

65. Ensure that incident status information is up-to-date. I   

66. Ensure that an effective transfer of duties is accomplished. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Obtain performance appraisal from supervisor. I   

68. Make return travel arrangements. I   

69. Prepare final travel voucher. I   

70. Return equipment to Accountable Property Officer (APO). I   
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71. Submit final timesheet, appraisal form, and travel voucher. I   

72. Check out with Automated Deployment Database (ADD). I   

73. Report to the Training Unit upon completion of training 
assignment. I   

74. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 
 

TRAINEE NAME 
NDRS Recovery Coordination Specialist (NCSP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 
 

TRAINEE NAME 
NDRS Recovery Coordination Specialist (NCSP) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

NDRS Recovery Coordination Specialist (NCSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position. 

 
Official’s Signature and Date 

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



REVISED: 24 April 2012  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

NDRS Recovery Mission Support Specialist (NMSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

  
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 

  



NDRS RECOVERY MISSION SUPPORT SPECIALIST (NMSP) | 24 April 2012 

2 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

An Evaluator’s Guide is available at (insert location such as the share drive).  This guide provides 
performance indicator examples for the evaluator’s use when assessing the trainee’s performance and 
determining if an employee has satisfactorily performed each of the tasks listed in a PTB.  The 
competency listed in the PTB under each behavior/activity contains a reference number that links to the 
Evaluator’s Guide.  For example, listed below is a sample behavior/activity and competency listed in a 
PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. I   

6. Obtain agency identification (badge) or other government issued 
identifications. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Report to the Training Unit to check in as a trainee. I   

9. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Obtain relevant situational information on your assignment. I   

11. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

12. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Demonstrate appropriate level of knowledge of ICS structure, 
principles, and positions. I   

14. Use common terminology. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

16. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

17. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

18. Share current information with co-workers and immediate 
supervisor. D-3   

19. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Provide for the safety, welfare and accountability of coworkers. D-3   

21. Recognize potentially hazardous situations. D-3   

22. Communicate potentially hazardous situations. D-3   
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23. Use personal protective equipment (PPE) as issued. D-3   

24. Safeguard property and equipment. D-3   

25. Provide current information for the call-down roster. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

27. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

28. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Proactively and effectively obtain resources, as directed 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Submit requirements to Logistics to acquire required resources and 
space in the JFO. I   

30. Ensure adequate supplies, equipment and services for  recovery 
personnel. I   

• Submit supplies, equipment and services requests to Logistics.    

31. Execute administrative process of mission assignments (MAs) and 
interagency agreements (IAAs) as required. E   

• Process MA/IAA 
• Submit modifications to MA/IAA  
• Monitor progress on MA/IAA  

   

32. Report on progress and potential obstacles to MA/IAA. D-3   

33. Draft task order requests for contract assistance. E   

34. Prepare and submit deployment request forms to JFO Human 
Resources. D-3   
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Behavior/Activity: Assist supervisor to manage human resources by completing administrative tasks required 
to receive, maintain, and release recovery staff 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Assist recovery personnel with check-in procedures. D-3   

• FEMA  
• Disaster Assistance Employees (DAEs) 
• Contractors 
• Other Federal agencies (OFA) 

   

36. Collect Timesheets according to JFO procedures to ensure staff 
receive pay. D-3   

37. Process Timesheets according to Joint Field Office (JFO) 
procedures to ensure staff receive pay. D-3   

38. Collect overtime projection estimates from recovery personnel. D-3   

39. Disseminate an updated emergency call down list. D-3   

40. Handle personally Identifiable Information (PII) according to 
government standards and protocols at all times. D-3   

41. Update the recovery personnel Rotational Schedule on a weekly 
basis. D-3   

42. Assist recovery personnel with check-out procedures. D-3   

• FEMA 
• DAEs 
• Contractors 
• OFA 
• Ensure supervisor Position Task Book, (PTB) and incident evaluations 

for all  recovery staff have been submitted to NDRS Support cadre 
manager, prior to evaluator check-out 

• Provide scanned copy of staff PTBs to recovery cadre manager, as each 
staff member checks out 

   

43. Prepare staffing projection excel spreadsheets. D-3   
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Behavior/Activity: Organize and maintain an Recovery Information Management system that enables  
recovery staff’s ability to collaborate and work effectively 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Maintain a consistent operational filing system, according to 
recovery standards. D-3   

45. Transfer electronic copies to Headquarters (HQ) and the Regional 
Office at the completion of the operation. D-3   

46. Create and maintain chronology file. D-3   

47. Maintain important operational systems and information. D-3   

• Internal and external distribution lists 
• Recovery events calendar 
• Recovery SharePoint site 
• Recovery Trip Reports 
• Recovery products 

   

    

Behavior/Activity: Assemble data for reports required external to recovery  to maintain unity of effort and 
the common operating picture 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Assemble information for the draft Incident Action Plan (IAP) per 
operational period with sufficient time for review. E   

49. Assemble information for the draft situation reports for past 
operational period. D-3   

50. Assemble information for draft narrative reports. D-3   

• RSF Coordination Workgroup update 
• Regional update reports 
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Behavior/Activity: Ensure adherence to and support the Recovery Communication Strategy and message 
delivery 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Maintain objectivity. I   

52. Distinguish between advising and advocating. I   

53. Present positive messaging. I   

54. Follow the JFO media policy. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Determine time of transfer. I   

56. Provide for adequate overlap to ensure efficient transfer of duties. I   

57. Ensure incident status information is up-to-date. I   

58. Ensure an effective transfer of duties is accomplished. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

59. Obtain performance appraisal from supervisor. I   

60. Make return travel arrangements. I   

61. Prepare final travel voucher. I   

62. Return equipment to APO. I   

63. Submit final timesheet, appraisal form and travel voucher. I   

64. Check out with ADD. I   

65. Report to the Training Unit upon completion of training 
assignment. I   

66. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

NDRS Recovery Mission Support Specialist 
(NMSP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

NDRS Recovery Mission Support Specialist 
(NMSP) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

NDRS Recovery Mission Support Specialist (NMSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



REVISED:  24 APRIL 2012  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

NDRS Recovery Coordination Crew Leader (RCCL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

An Evaluator’s Guide is available at (insert location such as the share drive).  This guide provides 
performance indicator examples for the evaluator’s use when assessing the trainee’s performance and 
determining if an employee has satisfactorily performed each of the tasks listed in a PTB.  The 
competency listed in the PTB under each behavior/activity contains a reference number that links to the 
Evaluator’s Guide.  For example, listed below is a sample behavior/activity and competency listed in a 
PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   
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6. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

7. Report to the Training Unit to check in as a trainee. I   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain situational information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current state, tribal, 

territorial and local priorities 

   

11. Identify topics and issues of potential relevance to your 
assignment. I   

    

Behavior/Activity: Ensure that the organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   
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13. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

14. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

15. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

16. Make any necessary organizational adjustments. D-3   

17. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

18. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS forms. I   

20. Maintain appropriate span of control. I   

21. Use common terminology. I   

22. Maintain unity of command. I   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Attend scheduled briefings as required. D-3   
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24. Brief assigned subordinates on details of the IAP following the 
Operations briefing. D-3   

• Ensure that all direct subordinates receive a briefing 
• Remind direct subordinates that all supervisory personnel need to be 

briefed 
• Ensure assignments are clear and provide additional information 

needed 
• Discuss special safety considerations or situations 

   

25. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Tactical adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

26. Brief immediate supervisor and Situation Unit on results of 
debriefings. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

28. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 
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29. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

30. Share current information with co-workers and immediate 
supervisor. D-3   

31. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

33. Hold personnel accountable for execution of assigned tasks. D-3   

34. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

35. Request additional resources or release surplus resources. D-3   

36. Keep immediate supervisor and assigned personnel informed of 
changes. D-3   

37. Notify immediate supervisor of all resource status changes when 
they occur. D-3   

38. Address logistical problems that subordinates report. D-3   

39. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

40. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Provide for the safety, welfare, and accountability of co-workers. D-3   

42. Recognize potentially hazardous-situations. D-3   

43. Communicate potentially-hazardous situations. D-3   

44. Use personal protective equipment (PPE) as issued. D-3   

45. Safeguard property and equipment. D-3   

46. Provide current information for the call-down roster. D-3   

47. Maintain the integrity of the call-down roster. D-3   

48. Verify special precautions are taken when hazards exist. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

50. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

• Consult with Alternative Dispute Resolution (ADR) if disagreements or 
conflicts threaten to distract attention to the mission 

   

51. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Call-down contact list 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Evaluate performance continuously. D-3   

58. Ensure that personnel receive needed training, mentoring, and 
coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel so they can develop and maintain skills 
• Provide subordinates with opportunities for development 

   

59. Ensure all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations. D-3   
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61. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish external and RSF coordination structures as directed 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Provide support for organizational development of tribal-, 
territorial-, state-, and community-level coordination structures. I   

65.    Provide support to Federal Disaster Recovery Coordinator/Federal 
Disaster Recovery Officer for development of Recovery Support 
Function coordination and communication structure. 

I 
  

66. Review stakeholders that specialists identify for participation in 
community-level coordination groups. I   

67. Provide additional guidance to specialists on Recovery Support 
Function (RSF) and Recovery Coordination Group membership. I   

68. Draft outreach strategy and review in partnership with the 
Recovery Mission/Outreach Support group and RSF members. I   

69. Support Federal Disaster Recovery Coordinator and Federal 
Disaster Recovery Officer in making initial contacts with RSF 
members as directed. 

I 
  

    

Behavior/Activity: Establish internal Joint Field Office (JFO) coordination relationships 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Establish communications between response, recovery, and other 
internal partners that may affect the recovery mission. D-3   

71. Obtain information from internal partners to identify opportunities 
for collaboration that may affect recovery. D-3   

72. Synthesize information gathered to identify the gaps, overlaps, 
conflicts, and other issues that may affect the recovery mission. D-3   
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Behavior/Activity: Prepare analysis of recovery information and progress towards Recovery Support 
Strategy objectives as directed 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Establish relationships that enable subordinates to obtain 
information for analysis. I   

74. Provide guidance to subordinates on purpose, scope, and format of 
analyses. I   

75. Review analyses of subordinates for soundness, coherence, and 
proper use of English. I   

76. Integrate and synthesize analytic documents prepared by 
subordinates and submit to immediate supervisor. I   

77. Produce final drafts for supervisor to review. I   

• Recovery progress reports    

    

Behavior/Activity: Organize human, financial, and collateral resources that support the recovery mission 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

78. Coordinate the research of recovery resource information 
appropriate for the specific disaster. I   

79. Direct the development of appropriate resource documents and 
tools. I   

80. Resolve identified problems or issues and elevate those problems 
or issues that are outside the scope of your position. I   

81. Provide guidance to subordinates on strategies to leverage recovery 
program resources. I   

82. Coordinate resource meetings/events to facilitate access to 
resources. I   

83. Review and take appropriate action on requests from community-
based recovery teams to identify federal community recovery 
assistance, resources, and subject matter expertise. 

I 
  

84. Coordinate with the Recovery Mission/Outreach Support group 
regarding draft documents for public consumption. I   
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Behavior/Activity: Ensure coordination support for RSF agencies 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Ensure coordination with internal partners. I   

86. Ensure support of the community-based recovery teams for federal 
community recovery assistance, resources, and subject matter 
expertise. 

I 
  

87. Coordinate with the Recovery Mission/Outreach Support group to 
support RSF operations. I   

88. Secure the participation of all appropriate federal programs 
applicable to the RSF(s). I   

89. Submit requests for Interagency Agreements (IAAs) and Mission 
Assignments (MAs) to immediate supervisor. I   

    

Behavior/Activity: Prepare facilitators to lead group processes  

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

90. Mobilize facilitators to lead multi-stakeholder meetings and 
collaborative problem-solving of diverse audiences, as requested. I   

91. Determine facilitation approaches and strategies in coordination 
with the Recovery Mission/Outreach Support and Community 
Recovery Assistance groups. 

I 
  

• Cultural norms 
• Linguistic norms 

   

92. Prepare guidance and coaching to subordinates. I   

• Appropriate protocols 
• Public speaking 
• Facilitation 
• Managing diverse audiences 

   

93. Monitor adherence to appropriate protocols for leading discussions 
with diverse audiences. I   

94. Appropriately assign staff to specialty areas according to highest 
and best-use based on expertise. I   
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Behavior/Activity: Ensure adherence to and support the Recovery Communication Strategy and message 
delivery 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

95. Maintain objectivity. I   

96. Distinguish between advising and advocating. I   

97. Present positive messaging. I   

98. Follow the JFO media policy. D-3   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

99. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

100. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

101. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

102. Determine the time of transfer. I   

103. Provide for adequate overlap to ensure efficient transfer of duties. I   

104. Ensure that incident status information is up-to-date. I   

105. Ensure that an effective transfer of duties is accomplished. I   

106. Brief replacement on current situation. I   

107. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

108. Obtain performance appraisal from supervisor. I   

109. Make return travel arrangements. I   

110. Prepare final travel voucher. I   

111. Return equipment to Accountable Property Officer (APO). I   

112. Submit final timesheet, appraisal form, and travel voucher. I   

113. Check out with Automated Deployment Database (ADD). I   

114. Report to the Training Unit upon completion of training 
assignment. I   

115. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

NDRS Recovery Coordination Crew Leader 
(RCCL) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

NDRS Recovery Coordination Crew Leader 
(RCCL) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 



NDRS RECOVERY COORDINATION CREW LEADER (RCCL) | 24 April 2012  

20 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

NDRS Recovery Coordination Crew Leader (RCCL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position. 

 
Official’s Signature and Date 

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



REVISED:  24 APRIL 2012   

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

NDRS Recovery Coordination Group Supervisor 
(RCGS) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

An Evaluator’s Guide is available at (insert location such as the share drive).  This guide provides 
performance indicator examples for the evaluator’s use when assessing the trainee’s performance and 
determining if an employee has satisfactorily performed each of the tasks listed in a PTB.  The 
competency listed in the PTB under each behavior/activity contains a reference number that links to the 
Evaluator’s Guide.  For example, listed below is a sample behavior/activity and competency listed in a 
PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Obtain agency identification (badge) or other government-issued 
identifications. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain situational information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current state and local 

priorities 

   

11. Identify topics and issues of potential relevance to your 
assignment. I   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Determine if organizational structure is appropriate based on the 
following: D-3   

• Incident objectives and immediate supervisor’s direction 

 

• Recovery Support Functions (RSFs) assigned 
• Coordination needs at the state and local level 
• Span of control 

   

13. Ensure that personnel are qualified to perform assigned positions. D-3   

14. Discuss findings and recommendations with immediate supervisor 
as necessary. D-3   

• Organizational structure 
• Shortages or surpluses of resources 
• Changes in tactics 
• Issues and concerns 
• Facilities needs, if applicable 

   

15. Make any organizational adjustments if necessary. D-3   

16. Notify affected assigned resources of any changes. D-3   

17. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

18. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

19. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS forms. I   
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21. Maintain appropriate span of control. I   

22. Use common terminology. I   

23. Maintain unity of command. I   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend scheduled briefings as required. D-3   

25. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Tactical adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

26. Brief immediate supervisor and Situation Unit on results of 
debriefings. D-3   

27. Conduct the Operations briefing for group personnel in person 
and/or remotely (e.g., conference call) and check for 
understanding. 

D-3 
  

• Discuss special safety considerations or hazards situations 
• Incident facilities, types, and location 
• Review the incident objectives 
• Review the current situation 
• Brief the Task Force Leaders, Crew Leaders, assigned managers, and 

group supervisors on their assignments 
• Discuss special safety considerations or situations 
• Brief on changes to the approved IAP if necessary 
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

29. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

30. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Recovery Support Functions (RSFs) 
• Counterparts at all levels 

   

31. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

32. Share current information with co-workers and immediate 
supervisor. D-3   

33. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Coordinate with the FDRC/FDRO, Operations Section Chief 
(OSC), branch director, division supervisor (DIVS, if assigned), 
and assigned /RSFs to prepare for the Operations Tactics meeting. 

D-3 
  

35. Use Operational Planning Worksheet (ICS Form 215) to develop 
tasks and identify resource assignments. D-3   

36. Write task descriptions providing clear, concise direction and 
performance expectations that support the incident objectives. D-3   

37. Ensure accurate operational information is included on the ICS 
Form 215. D-3   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

38. Attend the Operations Tactics meeting if requested. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Delegate specific authority based on the assigned tasks to 
appropriate assigned personnel. D-3   

40. Hold personnel accountable for execution of assigned tasks. D-3   

41. Obtain periodic status reports from subordinates and other 
personnel on progress to evaluate effectiveness of operations. D-3   

42. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

43. Request additional resources or release surplus resources. D-3   

44. Keep immediate supervisor and assigned personnel informed of 
changes. D-3   

45. Coordinate with assigned division supervisors when working or 
assigning resources in their division. D-3   
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46. Notify immediate supervisor and Resource Unit leader of all 
resource status changes when they occur. D-3   

47. Address logistical problems that subordinates report. D-3   

48. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

49. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

50. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   

52. Collaborate with the state, tribe, territory in encouraging and 
supporting local incident action planning. D-3   

53. Foster teamwork and emphasize a unified approach. D-3   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Provide for the safety, welfare, and accountability of co-workers. D-3   

55. Recognize potentially-hazardous situations. D-3   

56. Communicate potentially-hazardous situations. D-3   

57. Use personal protective equipment (PPE) as issued. D-3   

58. Safeguard property and equipment. D-3   

59. Provide current information for the call-down roster. D-3   

60. Verify special precautions are taken when hazards exist. D-3   

61. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

62. Maintain the integrity of the call-down roster. D-3   

63. Notify the Safety Officer of any accidents. D-3   
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Behavior/Activity: Coordinate with state, tribal, territorial, local, and other federal agency officials to ensure 
unity of effort as directed 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Ensure local officials are receiving the necessary information and 
support in accordance with the Stafford Act. D-3   

65. Ensure FEMA is hearing the concerns of local officials. D-3   

66. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-3   

67. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

68. Share critical information, tactics, and contingency plans with 
state, tribal, territorial, and local officials. D-3   

69. Take early action to mitigate or resolve coordination issues. D-3   

70. Collaborate with state, tribe, territory in encouraging and 
supporting local incident action planning. D-3   

71. Foster team work and emphasize a unified approach. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

73. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

• Consult with Alternative Dispute Resolution (ADR) if disagreements or 
conflicts threaten to distract attention to the mission 

   

74. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

76. Provide vision for group members to accomplish their mission. D-3   

• Put your group assignments in the context of the bigger picture    

77. Establish work assignments and set priorities. D-3   

78. Take corrective action when problems arise. D-3   

79. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Call-down contact list 
• Staggering of work hours 

   

80. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

81. Evaluate performance continuously. D-3   

82. Communicate performance deficiencies immediately and take 
corrective action. D-3   

83. Ensure that personnel receive needed training, mentoring, and 
coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel so they can develop and maintain skills 
• Provide subordinates with opportunities for development 
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84. Recognize effective individual and team performance. D-3   

85. Ensure all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

86. Prepare and discuss formal performance evaluations. D-3   

87. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

88. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

    

Behavior/Activity: Manage the  Recovery Coordination Group  

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Direct the development and implementation of the Recovery 
Coordination Strategy and contributions to the Recovery Support 
Strategy (RSS). 

D-2 
  

• Partner engagement 
• Interagency Agreements (IAAs) and Mission Assignments (MAs)-

Statements of Work  
• Strategic analysis, a planning and RSS strategy development 
• Recovery Resource mobilization 

   

90. Oversee consistency of all Recovery Coordination efforts. D-2   

• Effective group processes    

91.    Ensure tracking and reporting of cross-jurisdictional recovery 
issues that may affect the recovery mission. D-2   

92.   Ensure RSF agency support throughout recovery mission D-2   

93.   Ensure collaboration and coordination with other recovery   
functional areas. D-2   

94. Resolve major Recovery Coordination issues. D-2   

95. Oversee Recovery Coordination support personnel. D-2   

• Regular staff updates    
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Behavior/Activity: Ensure adherence to and support of the Recovery Communication Strategy and message 
delivery 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

96. Maintain objectivity. I   

97. Distinguish between advising and advocating. I   

98. Present positive messaging. I   

99. Follow the Joint Field Office (JFO) media policy. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

100. Determine the time of transfer. I   

101. Provide for adequate overlap to ensure efficient transfer of duties. I   

102. Ensure that incident status information is up-to-date. I   

103. Ensure that an effective transfer of duties is accomplished. I   

104. Brief replacement on current situation. I   

105. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

106. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

107. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

108. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

109. Obtain performance appraisal from supervisor. I   

110. Make return travel arrangements. I   

111. Prepare final travel voucher. I   

112. Return equipment to Accountable Property Officer (APO). I   

113. Submit final timesheet, appraisal form, and travel voucher. I   

114. Check out with Automated Deployment Database (ADD). I   

115. Report to the Training Unit upon completion of training 
assignment. I   

116. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

NDRS Recovery Coordination Group 
Supervisor (RCGS) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

NDRS Recovery Coordination Group 
Supervisor (RCGS) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

NDRS Recovery Coordination Group Supervisor 
(RCGS) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
         

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position. 

 
Official’s Signature and Date 

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



REVISED:  24 APRIL 2012   

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

NDRS Recovery Coordination Task Force Leader 
(RCTL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

An Evaluator’s Guide is available at (insert location such as the share drive).  This guide provides 
performance indicator examples for the evaluator’s use when assessing the trainee’s performance and 
determining if an employee has satisfactorily performed each of the tasks listed in a PTB.  The 
competency listed in the PTB under each behavior/activity contains a reference number that links to the 
Evaluator’s Guide.  For example, listed below is a sample behavior/activity and competency listed in a 
PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Position job aids if available 

   

2. Obtain information prior to deployment. E   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Obtain agency identification (badge) or other government-issued 
identifications. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Report to the Training Unit to check in as a trainee. I   

9. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Obtain situational information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

11. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current state and local 

priorities 

   

12. Identify topics and issues of potential relevance to your 
assignment. I   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Determine if organizational structure is appropriate based on the 
following: D-3   

• Incident objectives and immediate supervisor direction 
• Recovery Support Functions (RSFs) assigned 
• Coordination needs at the state, tribal, territorial and local level 
• Span of control 

   

14. Ensure that direct report staff  are qualified to perform in assigned 
positions. D-3   

15. Discuss findings and recommendations with immediate supervisor 
as necessary. D-3   

• Organizational structure 
• Shortages or surpluses of resources 
• Changes in tactics 
• Issues and concerns 
• Facilities needs, if applicable 

   

16. Make any organizational adjustments if necessary. D-3   

17. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

18. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

19. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS forms. I   

21. Maintain appropriate span of control. I   

22. Use common terminology. I   

23. Maintain unity of command. I   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend scheduled briefings as required. D-3   

25. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Ensure that all direct subordinates receive a briefing 
• Remind direct subordinates that all supervisory personnel need to be 

briefed 
• Ensure assignments are clear and provide additional information 

needed 
• Discuss special safety considerations or situations 

   

26. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Tactical adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

27. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

29. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

30. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

31. Share current information with co-workers and immediate 
supervisor. D-3   

32. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Delegate specific authority based on the assigned tasks to 
appropriate assigned personnel. D-3   

34. Hold personnel accountable for execution of assigned tasks. D-3   

35. Obtain periodic status reports from subordinates and other 
personnel on progress, to evaluate effectiveness of operations. D-3   

36. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

37. Request additional resources or release surplus resources. D-3   

38. Keep immediate supervisor and assigned personnel informed of 
changes. D-3   

39. Coordinate with assigned division supervisors when working or 
assigning resources in their division. D-3   

40. Notify immediate supervisor and Resource Unit leader of all 
resource status changes when they occur. D-3   

41. Address logistical problems that subordinates report. D-3   

42. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

43. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

44. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

45. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

46. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Provide for the safety, welfare, and accountability of co-workers. D-3   

48. Recognize potentially-hazardous situations. D-3   

49. Communicate potentially-hazardous situations. D-3   

50. Use personal protective equipment (PPE) as issued. D-3   

51. Safeguard property and equipment. D-3   

52. Provide current information for the call-down roster. D-3   

53. Verify special precautions are taken when hazards exist. D-3   

54. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

55. Maintain the integrity of the call-down roster. D-3   

    

Behavior/Activity: Coordinate with state, tribal, territorial, local, and other federal agency officials to ensure 
unity of effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Ensure local officials are receiving the necessary information and 
support in accordance with the Stafford Act. D-3   

57. Ensure FEMA is hearing the concerns of local officials. D-3   

58. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-3   

59. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

60. Share critical information, tactics, and contingency plans with 
state, tribal, territorial and local officials. D-3   

61. Take early action to mitigate or resolve coordination issues. D-3   

62. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

63. Foster team work and emphasize a unified approach. D-3   
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Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

• Consult with Alternative Dispute Resolution (ADR) if disagreements or 
conflicts threaten to distract attention to the mission 

   

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

68. Provide vision for group members to accomplish their mission. D-3   

• Put your task force assignments in the context of the bigger picture    

69. Establish work assignments and set priorities. D-3   

70. Take corrective action when problems arise. D-3   
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71. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Call-down contact list 
• Staggering of work hours 

   

72. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

73. Evaluate performance continuously. D-3   

74. Communicate performance deficiencies immediately and take 
corrective action. D-3   

75. Ensure that personnel receive needed training, mentoring, and 
coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel so they can develop and maintain skills 
• Provide subordinates with opportunities for development 

   

76. Recognize effective individual and team performance. D-3   

77. Ensure all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

78. Prepare and discuss formal performance evaluations. D-3   

79. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

80. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

81. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

  



NDRS RECOVERY COORDINATION TASK FORCE LEADER (RCTL) | 24 April 2012  

14 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Behavior/Activity: Ensure establishment of effective coordination structures as directed 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Finalize and execute Recovery Coordination elements of outreach 
strategy in partnership with the Recovery Mission/Outreach 
Support group to engage coordination partners. 

I 
  

• Recovery Support Function (RSF) partners 
• Internal partners 
• Community-level partners 

   

83. Ensure consistent coordination and engagement of partners at the 
appropriate level. I   

• RSF partners 
• Internal partners 
• Community-level partners 

   

84. Secure the participation of essential internal and external partners. I   

• Meeting attendance 
• Information request submissions 
• Funding projections 
• Program timelines 

   

85. Submit requests for Interagency Agreements (IAAs) and Mission 
Assignments (MAs) to immediate supervisor. I   

86. Coordinate with internal and external partners to leverage 
opportunities for collaboration. I   

87. Direct the synthesis and analysis of documents to communicate the 
gaps, overlaps, conflicts, and other issues that may affect the 
recovery mission. 

I 
  

88. Ensure coordination with other Recovery functional areas. I   
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Behavior/Activity: Conduct analysis of recovery information and progress towards Recovery Support 
Strategy objectives 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Ensure that relationships with internal and external partners are 
established that enable analysis to obtain information. I   

90. Review final drafts of recovery analysis for accuracy and 
coherence. I   

• Purpose 
• Scope 
• Format 
• Use of the English language 

   

91. Direct production of reports.    

92. Integrate and synthesize analytic documents that direct-report staff 
prepare and submit to immediate supervisor. I   

 

Behavior/Activity: Develop and implement, as directed, the resource mobilization strategy that supports  
community recovery 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

93. Direct the research of recovery resource information appropriate 
for the specific disaster. I   

• Capacity building 
• Community recovery assistance 
• Construction planning 
• Financial funding 

   

94. Implement the resource mobilization strategy. I   

• Resource documents and tools 
• IAAs 
• Meetings and events 
• Assistance requests from community-based teams 
• Strategy updates 

   

95. Resolve identified problems or issues and  elevate those problems 
or issues that are outside the scope of your position. I   

96. Review guidance that subordinates offer on strategies to leverage 
recovery program resources. I   
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97. Direct coordination with the Recovery Mission/Outreach Support 
group regarding draft documents for public consumption. I   

98. Engage senior-level executives in resource allocation/mobilization 
discussions. I   

• Private sector partners 
• Non-profit partners 

   

    

Behavior/Activity: Ensure that effective group processes are established and followed 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

99. Provide guidance to subordinates to lead multi-stakeholder 
meetings and collaborative problem-solving of diverse audiences. I   

• Appropriate protocols 
• Public speaking 
• Facilitation 
• Managing diverse audiences 

   

100. Ensure consistent application of facilitation protocols and 
strategies across Recovery Coordination activities. 
• Ensure that subordinates utilize expertise of ESF-15 and Recovery 

Outreach Support personnel 

I 

  

101. Assign staff to appropriate specialty areas to attain best use based 
on expertise. I   

    

Behavior/Activity: Ensure adherence to and support of the Recovery Communication Strategy and message 
delivery 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

102. Maintain objectivity.  I   

103. Distinguish between advising and advocating. I   

104. Present positive messaging. I   

105. Follow the Joint Field Office (JFO) media policy. D-3   
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

106. Determine the time of transfer. I   

107. Provide for adequate overlap to ensure efficient transfer of duties. I   

108. Ensure that incident status information is up-to-date. I   

109. Ensure that an effective transfer of duties is accomplished. I   

110. Brief replacement on current situation. I   

111. Notify immediate supervisor when the transition is complete. I   

 

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

112. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

113. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

114. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

115. Obtain performance appraisal from supervisor. D-3   

116. Make return travel arrangements. D-3   

117. Prepare final travel voucher. D-3   

118. Return equipment to Accountable Property Officer (APO). D-3   

119. Submit final timesheet, appraisal form, and travel voucher. D-3   

120. Check out with Automated Deployment Database (ADD). D-3   

121. Report to the Training Unit upon completion of training 
assignment. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

NDRS Recovery Coordination Task Force Leader 
(RCTL) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

NDRS Recovery Coordination Task Force Leader 
(RCTL) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

NDRS Recovery Coordination Task Force Leader 
(RCTL) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
         

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position. 

 
Official’s Signature and Date 

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 



REVISED: 24 April 2012  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

 NDRS Recovery Outreach Support Crew Leader 
(ROCL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

An Evaluator’s Guide is available at (insert location such as the share drive).  This guide provides 
performance indicator examples for the evaluator’s use when assessing the trainee’s performance and 
determining if an employee has satisfactorily performed each of the tasks listed in a PTB.  The 
competency listed in the PTB under each behavior/activity contains a reference number that links to the 
Evaluator’s Guide.  For example, listed below is a sample behavior/activity and competency listed in a 
PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. I   

6. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

7. Report to the Training Unit to check in as a trainee. I   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain relevant situational information on your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Resources currently assigned 
• Resources en-route and/or ordered 
• Incident facilities, types and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current state, tribal, 

territorial and local priorities 

   

11. Identify topics and issues of potential relevance to your 
assignment. I   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

13. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

14. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

15. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

16. Make any necessary organizational adjustments. D-3   

17. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

18. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS Forms. I   

20. Maintain appropriate span of control. I   

21. Use common terminology. I   

22. Maintain unity of command. I   
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Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Attend scheduled Briefings as required. D-3   

24. Brief assigned subordinates on details of the IAP following the 
Operations briefing. D-3   

• Ensure that all direct subordinates receive a briefing 
• Remind direct subordinates that all supervisory personnel need to be 

briefed 
• Ensure assignments are clear and provide additional information 

needed 
• Discuss special safety considerations or situations 

   

25. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Tactical adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right – what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

26. Brief immediate supervisor and Situation Unit on results of 
debriefings. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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28. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

29. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

30. Share current information with co-workers and immediate 
supervisor. D-3   

31. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Delegate specific authority based on the assigned tasks to assigned 
Specialists. D-3   

33. Hold personnel accountable for execution of assigned tasks. D-3   

34. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

35. Request additional resources or release surplus resources. D-3   

36. Keep immediate supervisor and assigned personnel informed of 
changes. D-3   

37. Notify immediate supervisor of all resource status changes when 
they occur. D-3   

38. Address logistical problems reported by subordinates. D-3   
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39. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

40. Make recommendations for next operational period to immediate 
supervisor. D-3   

 

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Provide for the safety, welfare and accountability of coworkers. D-3   

42. Recognize potentially hazardous situations. D-3   

43. Communicate potentially hazardous situations. D-3   

44. Use personal protective equipment (PPE) as issued. D-3   

45. Safeguard property and equipment. D-3   

46. Provide current information for the call-down roster. D-3   

47. Maintain the integrity of the call down roster. D-3   

48. Verify special precautions are taken when hazards exist. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

50. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

• Consult with Alternative Dispute Resolution (ADR) if disagreements or 
conflicts threaten to distract attention to the mission 

   

51. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Call down contact list 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Continuously evaluate performance. D-3   

58. Ensure that personnel receive needed training, mentoring and 
coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel so they can develop and maintain skills 
• Provide subordinates with opportunities for development 

   

59. Ensure all personnel time records are complete, accurate and 
submitted within established timeframes. D-3   

60. Prepare and discuss formal performance evaluations. D-3   
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61. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Ensure the development and implementation of the Recovery Communications Strategy 
for the recovery mission as directed 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Draft the overall Recovery Communications Strategy. D-3   

65. Oversee development of documents and materials to support the 
recovery mission. D-3   

66. Ensure all products are fully approved according to Joint Field 
Office (JFO) process. D-3   

• 508 Compliance 
• Concurrence Process 

   

67. Identify reporting products for headquarters’ level interest for 
immediate supervisor. D-3   

68. Monitor production cycle of recovery products. D-3   

69. Ensure coordination with key internal stakeholders to support the 
recovery mission. D-3   

• JFO Key Staff 
• Headquarters Recovery staff 
• Recovery Support Function field coordinators 
• ESF-15 – External Affairs 
• Recovery personnel across all functional areas 

   

70. Develop the concept and structure of the information sharing 
system to be maintained by Recovery Mission Support personnel. D-3   

71. Evaluate mission requirements to determine the need for special 
communications product development. D-3    

• Translation 
• Hearing-impaired access 
• Sign language capabilities 

   

72. Deliver speeches and briefings to convey the recovery message, as 
needed. D-3    
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73. Resolve problems and elevate those problems that cannot be 
resolved. I   

    

Behavior/Activity: Ensure consistency of field team Recovery Outreach Support efforts 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Develop field guidance to distribute to field team points of contact. D-3   

• Common branding 
• Outreach strategies 
• Message delivery 

   

75. Review all field team external products to ensure consistency with 
recovery messaging and External Affairs requirements to support 
community-based recovery teams. 

D-3 
  

• Articles 
• Electronic media scripts 
• support public awareness campaigns 
• Public briefing materials 

   

76. Resolve minor inconsistencies identified in all field team external 
products. D-3   

77. Identify and elevate major inconsistencies to immediate supervisor 
in all field team external products. D-3   

    

Behavior/Activity: Ensure  Recovery Outreach support is delivered to community-based recovery teams 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

78. Regularly communicate with Recovery Mission Support 
Specialists or alternate points of contact on community-based 
recovery teams to identify Recovery Outreach support needs, 
information, issues and success stories. 

D-3 
  

79. Respond to needs, issues and success stories identified during 
regular communication, as appropriate. D-3   

80. Offer recovery program expertise to improve service delivery. D-3   

• Participation of all populations 
• Media 
• Identification and coordination of stakeholders 

   



NDRS RECOVERY OUTREACH SUPPORT CREW LEADER (ROCL) | 24 April 2012 

14 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

• Approval and processing of materials 
• Acquisition of resources 

    

Behavior/Activity: Support all other recovery functional areas, RSF field coordinators, and recovery partners 
to adhere to and support the Recovery Communication Strategy and message delivery 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Brief recovery field team members, RSF field coordinators, and 
recovery partners regarding the use of recovery communications 
messaging. 

D-3 
  

• Maintaining objectivity 
• Distinction between advising and advocating 
• Presenting positive messaging 
• JFO media policy 

   

82. Brief recovery field team members, RSF field coordinators and 
other recovery partners on message delivery. D-3   

    
Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

83. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

84. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

85. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    
Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

86. Determine time of transfer. I   

87. Provide for adequate overlap to ensure efficient transfer of duties. I   
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88. Ensure incident status information is up-to-date. I   

89. Ensure an effective transfer of duties is accomplished. I   

90. Brief replacement on current situation. I   

91. Notify immediate supervisor when the transition is complete. I   

    
Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Obtain performance appraisal from supervisor. I   

93. Make return travel arrangements. I   

94. Prepare final travel voucher. I   

95. Return equipment to APO. I   

96. Submit final timesheet, appraisal form and travel voucher. I   

97. Check out with ADD. I   

98. Report to the Training Unit upon completion of training 
assignment. I   

99. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

 NDRS Recovery Outreach Support Crew Leader (ROCL) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

NDRS Recovery Outreach Support Crew Leader (ROCL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

NDRS Recovery Outreach Support Crew Leader 
(ROCL) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position. 

 
Official’s Signature and Date 

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



REVISED: 24 April 2012  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

 

NDRS Recovery Outreach Support Specialist (ROSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

An Evaluator’s Guide is available at (insert location such as the share drive).  This guide provides 
performance indicator examples for the evaluator’s use when assessing the trainee’s performance and 
determining if an employee has satisfactorily performed each of the tasks listed in a PTB.  The 
competency listed in the PTB under each behavior/activity contains a reference number that links to the 
Evaluator’s Guide.  For example, listed below is a sample behavior/activity and competency listed in a 
PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. I   

6. Obtain agency identification (badge) or other government issued 
identifications. I   



NDRS RECOVERY OUTREACH SUPPORT SPECIALIST (ROSP) | 24 April 2012 

6 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Report to the Training Unit to check in as a trainee. I   

9. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Obtain relevant situational information on your assignment. I   

11. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

12. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Demonstrate appropriate level of knowledge of ICS structure, 
principles, and positions. I   

14. Use common terminology. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

16. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

17. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

18. Share current information with co-workers and immediate 
supervisor. D-3   

19. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Provide for the safety, welfare and accountability of coworkers. D-3   

21. Recognize potentially hazardous situations. D-3   

22. Communicate potentially hazardous situations. D-3   
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23. Use personal protective equipment (PPE) as issued. D-3   

24. Safeguard property and equipment. D-3   

25. Provide current information for the call-down roster. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

27. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

28. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Support development and implementation of the  Internal Communications Strategy for 
the recovery mission as directed 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Develop documents and materials within the JFO process to 
support the recovery mission. D-3   

• Newsletters 
• Weekly reports 
• Best practices 
• Program Posters 
• Case studies 

   

30. Coordinate with Recovery Mission Support Specialists to ensure 
delivery of final products. D-3   

• Newsletters 
• Weekly reports 
• Best practices 
• Program Posters 
• Case studies 
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31. Coordinate with key internal stakeholders to support the recovery 
mission. D-3   

• JFO Key Staff 
• Headquarters Recovery staff 
• Recovery Support Function field coordinators 
• ESF-15 – External Affairs 
• Recovery personnel across all functional areas 

   

32. Establish information sharing system to be maintained by 
Recovery Mission Support personnel. D-3   

33. Provide support to special communications product development. D-3    

• Translation 
• Hearing-impaired access 
• Sign language capabilities 

   

34. Identify reporting products for headquarters’ level interest for 
immediate supervisor. D-3   

    

Behavior/Activity: Support development and implementation of the recovery External Communications 
Strategy in collaboration with ESF-15 recovery liaison as directed 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Coordinate with Recovery Coordination, Community Recovery 
Assistance functions and ESF-15 to identify key external 
stakeholders. 

D-3 
  

• Media 
• Tribal 
• Territorial 
• State and local government 
• NGOs 

   

36. Communicate with key external stakeholders to support the 
recovery mission. D-3   

• Media 
• Tribal 
• Territorial 
• State and local government 
• NGOs 

   

37. Prepare communications mapping research report to support 
community-based recovery teams. D-3   

• Political and social conditions 
• Media landscape 
• Stakeholder analysis 
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• Significant issues 

38. Draft external products consistent with recovery messaging and 
External Affairs requirements to support community-based 
recovery teams. 

D-3 
  

• Branding products 
• Articles 
• Newsletters 
• Electronic media scripts 
• Factsheets/flyers or signage 
• Support public awareness campaigns 
• Public briefing materials 
• Resource guides 

   

39. Acquire resources to effectively deliver external communications 
products to support recovery teams. D-3   

• Print media advertising 
• Social media 
• Broadcast media 

   

40. Assist the community in enabling the participation all populations 
in the recovery process. D-3   

• Translation 
• Hearing-impaired access 
• Sign language capabilities 
• Displaced populations 
• Vulnerable populations 

   

41.   Coordinate videography and photography of recovery events with            
ESF-15 recovery liaison. D-3   

    

Behavior/Activity: Support all other recovery functional areas, RSF field coordinators and recovery partners 
to adhere to and support the Recovery Communications Strategy and message delivery 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Brief other community-based recovery team members, RSF field 
coordinators, and recovery partners regarding the use of 
communications messaging. 

D-3 
  

• Maintaining objectivity 
• Distinction between advising and advocating 
• Presenting positive messaging 
• JFO media policy 

   

43. Brief community-based recovery team members, RSF field 
coordinators and recovery partners on recovery message delivery. D-3   
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Determine time of transfer. I   

45. Provide for adequate overlap to ensure efficient transfer of duties. I   

46. Ensure incident status information is up-to-date. I   

47. Ensure an effective transfer of duties is accomplished. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Obtain performance appraisal from supervisor. I   

49. Make return travel arrangements. I   

50. Prepare final travel voucher. I   

51. Return equipment to APO. I   

52. Submit final timesheet, appraisal form and travel voucher. I   

53. Check out with ADD. I   

54. Report to the Training Unit upon completion of training 
assignment. I   

55. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

 NDRS Recovery Outreach Support Specialist (ROSP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

NDRS Recovery Outreach Support Specialist (ROSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

NDRS Recovery Outreach Support Specialist (ROSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position. 

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position. 

 
Official’s Signature and Date 

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



REVISED:  24 APRIL 2012   

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

NDRS Recovery Mission Support Crew Leader 
(RSCL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

An Evaluator’s Guide is available at (insert location such as the share drive).  This guide provides 
performance indicator examples for the evaluator’s use when assessing the trainee’s performance and 
determining if an employee has satisfactorily performed each of the tasks listed in a PTB.  The 
competency listed in the PTB under each behavior/activity contains a reference number that links to the 
Evaluator’s Guide.  For example, listed below is a sample behavior/activity and competency listed in a 
PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. I   
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6. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

7. Report to the Training Unit to check in as a trainee. I   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain relevant situational information on your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Resources currently assigned 
• Resources en-route and/or ordered 
• Incident facilities, types and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current state, tribal, 

territorial and local priorities 

   

11. Identify topics and issues of potential relevance to your 
assignment. I   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   
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13. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

14. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

15. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

16. Make any necessary organizational adjustments. D-3   

17. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

18. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS Forms. I   

20. Maintain appropriate span of control. I   

21. Use common terminology. I   

22. Maintain unity of command. I   
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Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Attend scheduled Briefings as required. D-3   

24. Brief assigned subordinates on details of the IAP following the 
Operations briefing. D-3   

• Ensure that all direct subordinates receive a briefing 
• Remind direct subordinates that all supervisory personnel need to be 

briefed 
• Ensure assignments are clear and provide additional information 

needed 
• Discuss special safety considerations or situations 

   

25. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Tactical adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right – what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

26. Brief immediate supervisor and Situation Unit on results of 
debriefings. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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28. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

29. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

30. Share current information with co-workers and immediate 
supervisor. D-3   

31. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Delegate specific authority based on the assigned tasks to assigned 
Specialists. D-3   

33. Hold personnel accountable for execution of assigned tasks. D-3   

34. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

35. Request additional resources or release surplus resources. D-3   

36. Keep immediate supervisor and assigned personnel informed of 
changes. D-3   

37. Notify immediate supervisor of all resource status changes when 
they occur. D-3   

38. Address logistical problems reported by subordinates. D-3   
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39. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

40. Make recommendations for next operational period to immediate 
supervisor. D-3   

 

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Provide for the safety, welfare and accountability of coworkers. D-3   

42. Recognize potentially hazardous situations. D-3   

43. Communicate potentially hazardous situations. D-3   

44. Use personal protective equipment (PPE) as issued. D-3   

45. Safeguard property and equipment. D-3   

46. Provide current information for the call-down roster. D-3   

47. Maintain the integrity of the call down roster. D-3   

48. Verify special precautions are taken when hazards exist. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

50. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

• Consult with Alternative Dispute Resolution (ADR) if disagreements or 
conflicts threaten to distract attention to the mission. 

   

51. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Call down contact list 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Continuously evaluate performance. D-3   

58. Ensure that personnel receive needed training, mentoring and 
coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel so they can develop and maintain skills 
• Provide subordinates with opportunities for development 

   

59. Ensure all personnel time records are complete, accurate and 
submitted within established timeframes. D-3   

60. Prepare and discuss formal performance evaluations. D-3   
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61. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Ensure adequate resources are provided 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Ensure that required space is available at the operational location. I   

65. Ensure the submission of requests for adequate personnel per 
immediate supervisor approval. D-3   

• FEMA 
• Other Federal Agencies (OFA) 
• Contractors 

   

66. Ensure adequate supplies, equipment and services for recovery 
personnel. I   

• Community meeting supplies 
• Recovery sample documents and brochures. 

   

67. Oversee the preparation of mission assignments (MAs) and 
interagency agreements (IAAs) as required. E   

68. Assist other crew leaders in obtaining needed recovery training. D-3   

69. Obtain training to meet assessed recovery staff needs. D-3   

70. Submit the MA/IAA to the immediate supervisor as required. D-3   

71. Draft elements of Recovery Support Strategy and update as 
requested. D-3   
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Behavior/Activity: Manage human resources by completing administrative tasks required to receive, 
maintain and release recovery staff 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Ensure the proper establishment of recovery check-in procedures. D-3   

• FEMA 
• Disaster Assistance Employees (DAEs) 
• Contractors 
• OFA 

   

73. Process timesheets according to JFO procedures to ensure staff 
receive pay. D-3   

74. Consolidate and review overtime projection estimates per JFO 
direction. D-3   

75. Ensure the availability of an accurate emergency call down list at 
all times. D-3   

76. Ensure the confidentiality of Personally Identifiable Information 
(PII) at all times. D-3   

77. Monitor recovery personnel Rotational Schedule on a weekly 
basis. D-3   

78. Ensure the proper establishment of recovery personnel check-out 
procedures. D-3   

• FEMA 
• DAEs 
• Contractors 
• OFAs 
• Ensure supervisor PTB and incident evaluations for all recovery staff 

have been submitted to recovery cadre manager, prior to evaluator 
check-out 

• Provide scanned copy of staff PTBs to recovery cadre manager, as each 
staff member checks out 

   

79. Ensure the preparation of staffing projection Excel spreadsheets for 
submission to immediate supervisor. D-3   

80. Resolve problems and elevate those problems that cannot be 
resolved. I   
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Behavior/Activity: Ensure the organization and maintenance of a  Recovery Information Management system 
that enables recovery staff’s ability to collaborate and work effectively 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Ensure a consistent operational filing system, according to 
recovery standards. D-3   

82. Ensure the transfer of electronic copies to Headquarters (HQ) and 
the Regional Office at the completion of the operation. D-3   

83. Oversee the creation, maintenance of chronology file from the 
outset of operations. D-3   

84. Monitor the distribution of the chronology file as needed. D-3   

85. Review the adequate maintenance of important operational 
systems and information as needed. D-3   

• Internal and external distribution lists 
• Recovery events calendar  
• Recovery SharePoint site 
• Recovery Trip Reports 
• Recovery products 

   

86. Conduct periodic review of the information sharing system to be 
sure that it is meeting operational requirements. D-3   

    

Behavior/Activity: Ensure the accuracy of data for reports required external to recovery to maintain unity of 
effort and the common operating picture 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

87. Draft inputs for the Incident Action Plan (IAP) per operational 
period with sufficient time for review as required to immediate 
supervisor. 

E 
  

88. Draft situation reports for past operational period for submission to 
immediate supervisor. D-3   

89. Draft recovery-specific narrative reports. I   

• RSF Coordination Workgroup Update 
• Regional update reports 
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Behavior/Activity: Ensure adherence to and support the Recovery Communication Strategy and message 
delivery 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

90. Maintain objectivity. I   

91. Distinguish between advising and advocating. I   

92. Present positive messaging. I   

93. Follow the JFO media policy. D-3   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

95. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

96. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

97. Determine time of transfer. I   

98. Provide for adequate overlap to ensure efficient transfer of duties. I   

99. Ensure incident status information is up-to-date. I   

100. Ensure an effective transfer of duties is accomplished. I   

101. Brief replacement on current situation. I   

102. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

103. Obtain performance appraisal from supervisor. I   

104. Make return travel arrangements. I   

105. Prepare final travel voucher. I   

106. Return equipment to APO. I   

107. Submit final timesheet, appraisal form and travel voucher. I   

108. Check out with ADD. I   

109. Report to the Training Unit upon completion of training 
assignment. I   

110. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

NDRS Recovery Mission Support Crew Leader 
(RSCL) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

NDRS Recovery Mission Support Crew Leader 
(RSCL) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

NDRS Recovery Mission Support Crew Leader 
(RSCL) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
         

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

 

 



REVISED 24 April 2012  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

NDRS Recovery Mission/Outreach Support Group 
Supervisor (RSGS) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

An Evaluator’s Guide is available at (insert location such as the share drive).  This guide provides 
performance indicator examples for the evaluator’s use when assessing the trainee’s performance and 
determining if an employee has satisfactorily performed each of the tasks listed in a PTB.  The 
competency listed in the PTB under each behavior/activity contains a reference number that links to the 
Evaluator’s Guide.  For example, listed below is a sample behavior/activity and competency listed in a 
PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. I   

6. Obtain agency identification (badge) or other government issued 
identifications. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain relevant situational information on your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Resources currently assigned 
• Resources en-route and/or ordered 
• Incident facilities, types and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current State and local 

priorities 

   

11. Identify topics and issues of potential relevance to your 
assignment. I   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Determine if organizational structure is appropriate based on. D-3   

• Incident objectives and immediate supervisor direction 
• Recovery Support Functions (RSF) assigned 
• Coordination needs at the State and Local level 
• Span of control 

   

13. Ensure that personnel are qualified to perform in assigned 
positions. D-3   

14. Discuss findings and recommendations with the immediate 
supervisor as necessary. D-3   

• Organizational structure 
• Shortages or surpluses of resources 
• Changes in tactics 
• Issues and concerns 
• Facilities needs if applicable 

   

15. Make any organizational adjustments if necessary. D-3   

16. Notify affected assigned resources of any changes. D-3   

17. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

18. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

19. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS Forms. I   

21. Maintain appropriate span of control. I   
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22. Use common terminology. I   

23. Maintain unity of command. I   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend scheduled Briefings as required. D-3   

25. Conduct the Operations briefing for group personnel in person 
and/or remotely (e.g., conference call) and check for 
understanding. 

D-3 
  

• Discuss special safety considerations or hazards situations 
• Incident facilities, types, and location 
• Review the incident objectives 
• Review the current situation 
• Brief the Task Force Leaders, Crew Leaders, assigned managers, and 

group supervisors on their assignments 
• Discuss special safety considerations or situations 
• Brief on changes to the approved IAP if necessary 

   

26. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Tactical adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right – what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

27. Brief immediate supervisor and Situation Unit on results of 
debriefings. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

29. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

30. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Recovery Support Functions (RSFs) 
• Counterparts at all levels 

   

31. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

32. Share current information with co-workers and immediate 
supervisor. D-3   

33. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Coordinate with the OSC, Branch Director, DIVS (if assigned) and 
assigned RSFs to prepare for the Operations Tactics Meeting. D-3   

35. Use Operational Planning Worksheet (ICS Form 215) to develop 
tasks and identify resource assignments. D-3   

36. Write task descriptions providing clear, concise direction, and 
performance expectations that support the incident objectives. D-3   

37. Ensure accurate operational information is included on the ICS 
Form 215. D-3   

• Resource kind, type and number using resource identifier (i.e. IA 
Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

38. Attend the Operations Tactics meeting if requested. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Delegate specific authority based on the assigned tasks to 
appropriate assigned personnel. D-3   

40. Hold personnel accountable for execution of assigned tasks. D-3   

41. Obtain periodic status reports from subordinates and other 
personnel on progress to evaluate effectiveness of operations. D-3   

42. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

43. Request additional resources or release surplus resources. D-3   

44. Keep immediate supervisor and assigned personnel informed of 
changes. D-3   

45. Coordinate with assigned Division Supervisors when working or 
assigning resources in their division. D-3   
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46. Notify immediate supervisor and Resource Unit Leader of all 
resource status changes when they occur. D-3   

47. Address logistical problems reported by subordinates. D-3   

48. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

49. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

50. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   

52. Collaborate with the state, tribe, territory in encouraging and 
supporting local incident action planning. D-3   

53. Foster teamwork and emphasize a unified approach. D-3   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Provide for the safety, welfare and accountability of coworkers. D-3   

55. Recognize potentially hazardous situations. D-3   

56. Communicate potentially hazardous situations. D-3   

57. Use personal protective equipment (PPE) as issued. D-3   

58. Safeguard property and equipment. D-3   

59. Provide current information for the call-down roster. D-3   

60. Verify special precautions are taken when hazards exist. D-3   

61. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

62. Maintain the integrity of the call down roster. D-3   

63. Notify the Safety Officer of any accidents. D-3   
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Behavior/Activity: Coordinate with state, tribal, territorial, local, and other federal agency officials to ensure 
unity of effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Ensure local officials are receiving the necessary information and 
support in accordance with the Stafford Act. D-3   

65. Ensure concerns of local officials being heard by FEMA. D-3   

66. Ensure you are receiving the necessary support and information 
from state, tribal, territorial and local officials to fulfill your 
mission. 

D-3 
  

67. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

68. Share critical information, tactics and contingency plans with state, 
tribal, territorial, and local officials. D-3   

69. Take early action to mitigate or resolve coordination issues. D-3   

70. Collaborate with the state, tribe, territory in encouraging and 
supporting local incident action planning. D-3   

71. Foster team work and emphasize a unified approach. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

73. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

• Consult with Alternative Dispute Resolution (ADR) if disagreements or 
conflicts threaten to distract attention to the mission 

   

74. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

76. Provide vision for Group members to accomplish their mission. D-3   

• Put your Group assignments in the context of the bigger picture    

77. Establish work assignments and set priorities. D-3   

78. Take corrective action when problems arise. D-3   

79. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Call down contact list 
• Staggering of work hours 

   

80. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

81. Continuously evaluate performance. D-3   

82. Communicate performance deficiencies immediately and take 
corrective action. D-3   

83. Ensure that personnel receive needed training, mentoring and 
coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel so they can develop and maintain skills 
• Provide subordinates with opportunities for development 
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84. Recognize effective individual and team performance. D-3   

85. Ensure all personnel time records are complete, accurate and 
submitted within established timeframes. D-3   

86. Prepare and discuss formal performance evaluations. D-3   

87. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

88. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

    

Behavior/Activity: Manage the Recovery Mission/ Outreach Support Group 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Coordinate with ESF#15/External Affairs to develop and 
implement the Recovery Communication Strategy as directed. D-2   

• Communicate key success stories 
• Build strategic internal and external partnerships 

   

90. Oversee consistency of field team Recovery Mission/Outreach 
Support efforts. D-2   

• Resolve major Recovery Mission/Outreach Support  issues    

91. Oversee Recovery Mission/Outreach Support personnel. D-2   

• Regularly communicate with Recovery Mission/Outreach Support 
staff on status updates 

   

92. Oversee support to all other recovery functional areas, RSF 
agencies, and recovery partners to adhere to and support the 
recovery communication strategy and message delivery. 

D-2 
  

• Brief other recovery field team members regarding the use of 
communications messaging 

• Ensure all team members are briefed on the recovery message delivery 
• Provide messaging on recovery  beyond the recovery team 

   

93. Identify reporting products for headquarters’ level interest for 
immediate supervisor. D-3   

94.    Draft sections of the Recovery Support Strategy at the direction of 
the Federal Disaster Recovery Coordinator or Federal Disaster 
Recovery Officer. . 

D-3 
  

95. Ensure training function for recovery personnel is accomplished. D-3   

• training needs assessment    
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• training plan 
• training plan implementation 
• evaluation 

    

Behavior/Activity: Oversee all procurement activities 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

96. Ensure mission resources are effectively acquired at all recovery 
team locations. I   

• Supplies 
• Equipment 
• Services 
• Human Resources 

   

97. Engage other federal agencies in mission scoping discussions that 
result in taskings for the Recovery Mission/Outreach Support 
group. 

I 
  

• Interagency Agreements (IAAs) 
• Mission Assignments (MAs) 

   

98. Verify that MAs and IAAs are properly executed and funded. I   

    

Behavior/Activity: Monitor human resources tasks required to receive, maintain, and release recovery staff 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

99. Direct the establishment of a human resources check-in procedure 
for recovery staff. D-3   

• FEMA  
• DAEs 
• Contractors 
• Other Federal agencies (OFA) 

   

100. Ensure human resources processes for recovery staff are properly 
executed. D-3   

• Timesheets 
• Overtime projections 
• Call-down list 
• Rotation schedule  
• PII confidentiality 
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101. Ensure the proper establishment of check-out procedures for 
recovery staff. D-3   

• FEMA  
• DAEs 
• Contractors 
• Other Federal agencies (OFA) 

   

102. Ensure the preparation of staffing projection excel spreadsheets for 
submission to immediate supervisor. D-3 

  

    

Behavior/Activity: Direct the organization and maintenance of a Recovery Information Management system  

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

103. Oversee the use of a consistent operational filing system, according 
to standards established for the recovery team.. D-3   

104. Oversee the adequate maintenance of important operational and 
information systems. D-3   

• Chronology file 
• Archival information 

   

105. Oversee periodic review of the information sharing system to 
ensure that it is meeting operational requirements. D-3   

    

Behavior/Activity: Conduct the final review and edit of reports required external to the recovery team to 
maintain unity of effort and the common operating picture 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

106. Edit and approve final reports for the specified operational period 
for submission to immediate supervisor. I   

• Incident Action Plan (IAP) 
• Situation Reports 
• RSF Coordination Workgroup Update 
• Regional update reports 
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

107. Determine time of transfer. I   

108. Provide for adequate overlap to ensure efficient transfer of duties. I   

109. Ensure incident status information is up-to-date. I   

110. Ensure an effective transfer of duties is accomplished. I   

111. Brief replacement on current situation. I   

112. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

113. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

114. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

115. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

116. Obtain performance appraisal from supervisor. I   

117. Make return travel arrangements. I   

118. Prepare final travel voucher. I   

119. Return equipment to APO. I   

120. Submit final timesheet, appraisal form and travel voucher. I   

121. Check out with ADD. I   

122. Report to the Training Unit upon completion of training 
assignment. I   

123. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 
 

TRAINEE NAME 

NDRS Recovery Mission/Outreach Support Group 
Supervisor (RSGS) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 
 

TRAINEE NAME 

NDRS Recovery Mission/Outreach Support Group 
Supervisor (RSGS) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

NDRS Recovery Mission/Outreach Support Group 
Supervisor (RSGS) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position. 

 
Official’s Signature and Date 

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



REVISED 24 April 2012  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

NDRS Recovery Mission/Outreach Support Task 
Force Leader (RSTL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

An Evaluator’s Guide is available at (insert location such as the share drive).  This guide provides 
performance indicator examples for the evaluator’s use when assessing the trainee’s performance and 
determining if an employee has satisfactorily performed each of the tasks listed in a PTB.  The 
competency listed in the PTB under each behavior/activity contains a reference number that links to the 
Evaluator’s Guide.  For example, listed below is a sample behavior/activity and competency listed in a 
PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. E   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. I   

6. Obtain agency identification (badge) or other government issued 
identifications. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Report to the Training Unit to check in as a trainee. I   

9. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Obtain relevant situational information on your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Resources currently assigned 
• Resources en-route and/or ordered 
• Incident facilities, types and location 

   

11. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current State and local 

priorities 

   

12. Identify topics and issues of potential relevance to your 
assignment. I   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Determine if organizational structure is appropriate. D-3   

• Incident objectives and immediate supervisor direction 
•  
• Recovery Support Functions (RSF) assigned 
• Coordination needs at the state, tribal, territorial and local level 
• Span of control 

   

14. Ensure that direct report staff are qualified to perform in assigned 
positions. D-3   

15. Discuss findings and recommendations with the immediate 
supervisor as necessary. D-3   

• Organizational structure 
• Shortages or surpluses of resources 
• Changes in tactics 
• Issues and concerns 
• Facilities needs if applicable 

   

16. Make any organizational adjustments if necessary. D-3   

17. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

18. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

19. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS Forms. I   

21. Maintain appropriate span of control. I   

22. Use common terminology. I   
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23. Maintain unity of command. I   

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Attend scheduled Briefings as required. D-3   

25. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Ensure that all direct subordinates receive a briefing 
• Remind direct subordinates that all supervisory personnel need to be 

briefed 
• Ensure assignments are clear and provide additional information 

needed 
• Discuss special safety considerations or situations 

   

26. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Tactical adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right – what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

27. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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29. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

30. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

31. Share current information with co-workers and immediate 
supervisor. D-3   

32. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Delegate specific authority based on the assigned tasks to 
appropriate assigned personnel. D-3   

34. Hold personnel accountable for execution of assigned tasks. D-3   

35. Obtain periodic status reports from subordinates and other 
personnel on progress to evaluate effectiveness of operations. D-3   

36. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

37. Request additional resources or release surplus resources. D-3   

38. Keep immediate supervisor and assigned personnel informed of 
changes. D-3   

39. Coordinate with assigned Division Supervisors when working or 
assigning resources in their division. D-3   

40. Notify immediate supervisor and Resource Unit Leader of all 
resource status changes when they occur. D-3   
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41. Address logistical problems reported by subordinates. D-3   

42. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

43. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

44. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

45. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

46. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Provide for the safety, welfare and accountability of coworkers. D-3   

48. Recognize potentially hazardous situations. D-3   

49. Communicate potentially hazardous situations. D-3   

50. Use personal protective equipment (PPE) as issued. D-3   

51. Safeguard property and equipment. D-3   

52. Provide current information for the call-down roster. D-3   

53. Verify special precautions are taken when hazards exist. D-3   

54. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

55. Maintain the integrity of the call down roster. D-3   
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Behavior/Activity: Coordinate with state, tribal, territorial, local, and other federal agency officials to ensure 
unity of effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Ensure local officials are receiving the necessary information and 
support in accordance with the Stafford Act. D-3   

57. Ensure concerns of local officials being heard by FEMA. D-3   

58. Ensure you are receiving the necessary support and information 
from state, tribal, territorial and local officials to fulfill your 
mission. 

D-3 
  

59. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

60. Share critical information, tactics and contingency plans with state, 
tribal, territorial and local officials. D-3   

61. Take early action to mitigate or resolve coordination issues. D-3   

62. Collaborate with the state, tribe, territory in encouraging and 
supporting local incident action planning. D-3   

63. Foster team work and emphasize a unified approach. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

• Consult with Alternative Dispute Resolution (ADR) if disagreements or 
conflicts threaten to distract attention to the mission 

   

66. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

68. Provide vision for Group members to accomplish their mission. D-3   

• Put your Task Force assignments in the context of the bigger picture    

69. Establish work assignments and set priorities. D-3   

70. Take corrective action when problems arise. D-3   

71. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Call down contact list 
• Staggering of work hours 

   

72. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

73. Continuously evaluate performance. D-3   

74. Communicate performance deficiencies immediately and take 
corrective action. D-3   

75. Ensure that personnel receive needed training, mentoring and 
coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel so they can develop and maintain skills 
• Provide subordinates with opportunities for development 
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76. Recognize effective individual and team performance. D-3   

77. Ensure all personnel time records are complete, accurate and 
submitted within established timeframes. D-3   

78. Prepare and discuss formal performance evaluations. D-3   

79. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

80. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

81. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Ensure the development and implementation of the Recovery Communications Strategy as 
directed 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Direct the development of the overall Recovery Communications 
Strategy for immediate supervisor. D-3   

83. Direct the development of documents and materials to support 
recovery mission. D-3   

84. Oversee the process to finalize and approve recovery documents 
and materials. D-3   

85. Identify reporting products for headquarters’ level interest for 
immediate supervisor. D-3   

86. Ensure a strong relationship with and support from External 
Affairs Office. D-3   

87. Conduct periodic review of the information sharing system to 
ensure that it is meeting operational requirements. D-3   

88. Ensure mission requirements are considered to provide special 
communications product development, where needed. D-3    

89. Deliver speeches and briefings to convey the recovery message to 
senior-level audiences, as needed. D-3    

90. Resolve problems and elevate those problems that cannot be 
resolved. I   
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Behavior/Activity: Oversee consistency of  Recovery Mission/Outreach Support efforts 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Direct the development of field guidance to distribute to 
community-based recovery team points of contact. D-3   

• Common branding 
• Outreach strategies 
• Message delivery 

   

92. Identify and resolve major inconsistencies identified in all 
community-based recovery team external products. D-3   

93.    Direct completion of recovery data reports for internal and external 
audiences.  D-3   

    

Behavior/Activity: Oversee Recovery Mission/Outreach Support  

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Regularly communicate with Recovery Mission/Outreach Support 
Crew Leaders on regular status updates. D-3   

• Support needs 
• Information 
• Issues 
• Success stories 

   

95. Resolve major issues identified during regular communication as 
appropriate. D-3   

96. Communicate key success stories internally and externally. D-3   

97. Monitor the development and maintenance of recovery information 
management systems. 

D-3   

• Filing systems 
• Internal and external distribution lists 
• Recovery events calendar 
• Recovery SharePoint site 
• Recovery Trip Report 
• Recovery products 

D-3   

98. Ensure needed resources are obtained for recovery mission. D-3   

• Mission Assignments/Interagency Agreements  
• Requests to logistics for supplies, equipment and services  D-3   
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99.    Direct the development of human resources management processes 
for recovery personnel. D-3   

 

Behavior/Activity: Oversee support to all other recovery functional areas, RSF field coordinators, and 
recovery partners to adhere to and support the Recovery Communication Strategy and 
message delivery 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

100. Brief other community-based recovery team members, RSF field 
coordinators, and recovery partners regarding the use of 
communications messaging. 

D-3 
  

• Maintaining objectivity 
• Distinction between advising and advocating 
• Presenting positive messaging 
• Joint Field Office (JFO) media policy 

   

101. Ensure all team members, RSF field coordinators and recovery 
partners are briefed on the recovery message delivery. D-3   

102. Provide messaging on recovery beyond the recovery team. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

103. Determine time of transfer. I   

104. Provide for adequate overlap to ensure efficient transfer of duties. I   

105. Ensure incident status information is up-to-date. I   

106. Ensure an effective transfer of duties is accomplished. I   

107. Brief replacement on current situation. I   

108. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

109. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

110. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

111. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

112. Obtain performance appraisal from supervisor. D-3   

113. Make return travel arrangements. D-3   

114. Prepare final travel voucher. D-3   

115. Return equipment to APO. D-3   

116. Submit final timesheet, appraisal form and travel voucher. D-3   

117. Check out with ADD. D-3   

118. Report to the Training Unit upon completion of training 
assignment. I   

119. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 
 

TRAINEE NAME 

NDRS Recovery Mission/Outreach Support Task Force 
Leader (RSTL) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 
 

TRAINEE NAME 

NDRS Recovery Mission/Outreach Support Task Force 
Leader (RSTL) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

NDRS Recovery Mission/Outreach Support Task 
Force Leader (RSTL) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position. 

 
Official’s Signature and Date 

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Action Tracking Specialist (ATSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 
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22. Share current information with co-workers and immediate 
supervisor. D-3   

23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Establish and maintain FEMA Action Tracking System 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Obtain protocols for receiving and processing Action Request 
Forms (ARFs). D-3   

• Requestors 
• Mission Assignment Manager (MAMG) 
• Operations Section Chief or designee 

   

28. Establish ARF numbering system in coordination with MAMG. D-3   

29. Establish and maintain electronic and paper documentation for 
ARFs. D-3   

  



21 November 2011, Revised ACTION TRACKING SPECIALIST (ATSP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 9 

Behavior/Activity: Accurately Document Action Tracking 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Number and enter all incoming ARFs into the FEMA Action 
Tracking system. D-3   

31. Scan ARFs into electronic filing system if equipment is available. D-3   

32. Maintain current status and disposition of ARFs in the FEMA 
Action Tracking System. D-3   

33. Conduct data searches for potential duplicate ARFs. D-3   

34. Conduct data searches for specific requests. D-3   

35. Generate Action Tracking reports as requested. D-3   

    

Behavior/Activity: Coordinate Action Tracking 

Competency: Communication – Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Review ARFs for completeness and gather additional information 
as required. D-3   

37. Communicate with the MAMG for clarification on requests as 
necessary. D-3   

38. Forward all ARFs to the Operation Section Chief (OSC) or 
designee for review and assignment. D-3   

39. Distribute ARFs to Branch Directors or Project Managers as 
requested. D-3   

40. Identify potential duplicate ARFs in coordination with the 
requestor and the. D-3   

41. Coordinate with Branch Directors or Project Managers to obtain 
the status and disposition of ARFs assigned for action. D-3   

42. Coordinate with the Ordering Unit in the Logistics Section Branch 
to obtain the status and disposition of ARFs assigned to Logistics. D-3   

43. Provide training and mentoring on the Action Tracking process as 
requested. D-3   

44. Provide briefings on the Action Tracking process as requested. D-3   
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45. Update requestor on status and disposition of ARFs by referencing 
requester tracking system as necessary. D-3   

46. Prepare files and systems for an orderly return to the MAMG. D-3   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Obtain the time of transition from immediate supervisor. I   

48. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

49. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Obtain performance appraisal from supervisor. I   

51. Report to the Training Unit upon completion of training 
assignment. I   

52. Make return travel arrangements. I   

53. Prepare the final travel voucher. I   

54. Return accountable property to the Accountable Property Office 
(APO). I   

55. Submit final timesheet, appraisal form, and travel voucher. I   

56. Check out with the Automated Deployment Database (ADD). I   

57. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Action Tracking Specialist (ATSP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Action Tracking Specialist (ATSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Action Tracking Specialist (ATSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• Appropriate Forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronym & Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, Common 
Responsibilities. I   

4. Ensure agency identification (badge) is current or have 2 forms of 
federally recognized pictured identification. I   

• Drivers license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. I   

6. Report to the Training Unit to check-in as a Trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain relevant information on your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Resources currently assigned 
• Resources en-route and/or ordered 
• Incident facilities, types and location 
• Name and contact information for local EM Director (if assigned at 

county level) 
• Name and contact information of State EMA counterpart (if applicable) 
• Obtain current Incident Action Plan (if available) 
• Obtain schedule of appropriate meetings or conference calls 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current State and local 

priorities 
• Reporting requirements of the Branches (Essential elements of 

Information, EEI) 

   

11. Identify topics, issues and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS Forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call down roster of subordinates. D-3   

24. Notify the Safety Officer of any accidents. D-3   
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Behavior/Activity: Arrive at assigned Division location and prepare to perform tasks as directed 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Check-in with the appropriate State, Tribal, and/or local EM 
Director/Manager in Division. D-3   

26. Complete task that ensure readiness to perform. D-3   

• Work with hosts to determine workspace 
• Update your immediate supervisor as to your location and contact 

information including billeting 
• Assess working conditions and report any concerns as required 
• Perform equipment checks (e.g., GPS, computer, printer, radio, SAT 

phone, etc.) 
• Establish communications contingency plans (if applicable) 
• Establish contact with any other Federal Agencies operating in your 

Division 

   

27. Determine daily meeting schedule with State, local, or Tribal 
representatives. D-3   

    

Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Ensure local officials are receiving the necessary information and 
support in accordance with the Stafford Act. D-3   

29. Ensure concerns of local officials being heard by FEMA. D-3   

30. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-3   

31. Ensure that key State staffs have a clear understanding of current 
eligibility based on declaration and status of request. D-3   

• Direct Federal Assistance (DFA) 
• Federal Operations Support (FOS) 
• Technical Assistance (TA) 

   

32. Coordinate with Other Federal Agencies (OFAs) operating under 
their own authority. D-3   

• Potential conflicts 
• Duplication of effort 
• Communications 
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33. Coordinate with State, Tribal and local emergency management 
agencies regarding FEMA support. D-3   

• Ensure state and local personnel understand DIVS is not assigned 
within Division to bypass State EMA/local EMA resource ordering 
system 

• Specialized resource needs 
• FEMA program Delivery needs 
• Encourage State and local partners to maximize local resources before 

engaging similar Federal resources 

   

34. Explain role of the Division Supervisor to State, Tribal, local EM 
Managers. D-3   

35. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

36. Share critical information, tactics and contingency plans with state, 
tribal and local officials. D-3   

37. Take early action to mitigate or resolve coordination issues. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Determine if organizational structure is appropriate based on 
supervisor direction. D-3   

• Incident objectives  
• Coordination needs at the Division level 
• Coordination needs at the State and Local level 

   

39. Ensure organizational structure is ICS compliant. D-3   

• Span of control  
• Proper ICS positions 

   

40. Ensure that subordinates are qualified to perform in assigned 
positions. D-3   

• FEMA Qualification System (FQS)  
• Non-FEMA Agency qualified 
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41. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs if applicable 

   

42. Consult with FEMA Program Branch Directors and ESF Leads to 
make any organizational or tactical adjustments which may affect 
their program or function operations in the Division. 

D-3 
  

43. Request additional personnel through the FEMA Program Branch 
Directors and ESF Leads D-3   

44. Make any organizational adjustments if necessary. D-3   

45. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

46. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

48. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

49. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 
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50. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

51. Share current information with co-workers and immediate 
supervisor. I   

52. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    
Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Coordinate with Geographic Branch Director, program Branch 
Director/Group Supervisors and assigned ESFs to prepare for the 
Operations Tactics Meeting. 

D-3 
  

54. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-3   

55. Ensure task descriptions provide clear, concise direction, and 
performance expectations that support the incident objectives. D-3   

56. Ensure accurate operational information is included on the ICS 
215. D-3   

• Resource kind, type and number using resource identifier (i.e. IA 
Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

57. Attend Operations Tactics Meeting if requested. D-3   
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Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

58. Attend scheduled Briefings as required (may be via conference 
call). D-3   

59. Conduct the Operations Briefing for Division personnel in person 
and/or remotely (e.g. conference call) and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Incident facilities, types and location 
• Review the Incident Objectives 
• Review the current situation 
• Brief Task Force Leaders and Crew Leaders and assigned Managers 

Group Supervisors on their assignments 
• Discuss special safety considerations or situations 
• Brief on changes to the approved Incident Action Plan if necessary 

   

60. Attend scheduled State, Tribal, and local briefings as needed. D-3   

61. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right – what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

62. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Ensure assigned tasks and expectations for the operational period 
are reasonable and accurate. D-3   

64. Hold personnel accountable for execution of assigned tasks. D-3   

65. Delegate specific authority based on the assigned tasks to assigned 
Specialists. D-3   
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66. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

67. Consult with affected program areas on plans to re-task resources 
with Division based on local operational requirements. D-3   

68. Keep State and local EMA officials informed as necessary on 
changes to the IAP within their area of responsibility. D-3   

69. Request additional resources or release surplus resources. D-3   

70. Address logistical problems reported by subordinates. D-3   

71. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

72. Gather and analyze information to validate subordinate report of 
accomplishments. D-3   

73. Ensure work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

74. Keep assigned personnel informed of changes. D-3   

75. Notify immediate supervisor of Unit personnel status changes 
when they occur. D-3   

76. Make recommendations for next operational period to immediate 
supervisor. D-3   

77. Collaborate with the State in encouraging and supporting local 
incident action planning. D-3   

78. Foster team work and emphasize a unified approach. D-3   

79. Interact with ESF leads. D-3   

• Mission Assignments 
• Action Request Forms (ARFs) 
• Taskers 
• Funding Needs 
• Preparation of the ICS 215 for the Operation’s tactics meeting 
• Incident action planning 
• De-activation and stand-down 
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

80. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

81. Explain how Unit’s assignments fit into the context of the bigger 
picture. D-3   

82. Establish work assignments and set priorities. D-3   

83. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

84. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

85. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance  

   

86. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

87. Ensure all personnel time records are complete, accurate and 
submitted within established timeframes. D-3   

88. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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89. Create a work environment that provides mutual respect and equal 
opportunity for all Unit personnel. D-3   

90. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

91. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

• Consult with immediate supervisor, FEMA program and ESF leads    

92. Provide feedback to FEMA program and ESF leads on 
performance appraisals for personnel assigned to the Division. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

93. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

94. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences. I   

95. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

96. Negotiate time of transition. I   

97. Provide for adequate overlap to ensure efficient transfer of duties. I   

98. Brief replacement on current situation. I   

99. Ensure appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

100. Ensure an effective transition of duties is accomplished. I   

101. Notify immediate supervisor when transition is complete. I   
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102. Notify local government Emergency Management within the 
Division when transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

103. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

104. Submit appropriate current, accurate and complete records to 
immediate supervisor. D-3   

105. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident  

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

106. Obtain performance appraisal from supervisor. I   

107. Report to the training unit upon completion of training assignment. I   

108. Make return travel arrangements. I   

109. Prepare final travel voucher. I   

110. Return equipment to APO. I   

111. Submit final timesheet, appraisal form and travel voucher. I   

112. Check out with Automated Deployment Database. I   

113. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Division Supervisor (DIVS) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Division Supervisor (DIVS) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Division Supervisor (DIVS) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position. 

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Mission Assignment Manager (MAMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 
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26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any necessary organizational adjustments. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   
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35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   

    
Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   
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41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   

    
Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 
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53. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

61. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   
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65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Ensure that Mission Assignment (MA) staffing is adequate to meet OSC direction and 
incident needs 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Determine if MA organization structure and staffing is appropriate. D-3   

• OSC direction 
• Emergency Support Functions (ESF) activated 
• Projected ESF activations 
• Complexity of coordination and communication requirements with the 

NRCC, RRCC, State, and other Federal Agencies (OFA) 
• Span of control 

   

68. Determine if assigned space at incident facility is adequate for MA 
needs. D-3   

69. Identify any additional MASPs and ATSP required to staff the 
organization to meet OSC direction and incident needs. D-3   

70. Discuss findings and recommendations with the OSC as necessary. D-3   

• Organizational structure 
• Shortages or surpluses of MASPs and ATSPs 
• Issues and concerns 
• Facilities needs 

   

71. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes per OSC 
direction. 

D-3 
  

72. Notify affected assigned MA personnel of any changes. D-3   

  



21 November 2011, Revised MISSION ASSIGNMENT MANAGER (MAMG) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 13 

Behavior/Activity: Manage the Mission Assignment Program 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Coordinate and process activation of Other Federal Agencies. D-3   

• Prepare Activation Letter to OFAs, as directed by the OSC 
• Prepare activation of Mission Assignments to OFAs as directed by the 

OSC 

   

74. Provide technical advice as a subject matter-matter specialist on 
Mission Assignments to your organization, Operations Section and 
OFAs. 

D-3 
  

75. Verify that all MA documentation is complete, accurate, 
processed, and approved. D-3   

76. Verify signatory approvals as required. D-3   

77. Address Mission Assignment issues raised by staff, OFAs, or the 
State. D-3   

78. Identify cross-programmatic issues and work cooperatively with 
other program areas to resolve. D-3   

79. Ensure needed MAs issued prior to Disaster Declaration are re-
issued. D-3   

80. Provide information on MA procedures to OFAs. D-3   

81. Facilitate full and accurate communications of MA status among 
MA Mangers to promote smooth operations of the MA function for 
the incident and successful transition between shifts, locations and 
personnel. 

D-3 
  

82. Identify and prevent duplicate requests. D-3   

• Compare new ARFs to the Action Request Log 
• Inform originators of potential duplicate requests 
• Take action to prevent duplicate MAs from being processed 

   

83. Ensure Action Tracking System reflects current status of request 
and dispositions. D-3   

84. Interact with RRCC and NRCC MA Program Coordinator to 
review MAs issued by each organization. D-3   

85. Monitor the approval process to ensure that MAs are obligated. D-3   

86. Submit initial Projection Report to the Comptroller (Finance 
Admin Chief). D-3   

87. Coordinate with the FSC (Comptroller) to review funds 
availability. D-3   
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88. Provide copies of the MA Assignment Log to the FSC as required. D-3   

89. Monitor the MA Financial Information Tool (FIT) Report to 
ensure adequate funding and de-obligation of excess funds. D-3   

    
Behavior/Activity: Maintain and monitor accurate records and conduct NEMIS responsibilities in a timely 

manner 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

90. Ensure the establishment of an efficient MA record keeping system 
on the incident for both hard copy and data processing files. D-3   

91. Request Branch Director or OCS to approve FEMA, State, Other 
Federal Agency, and Contractor employee access rights to 
NEMIS/EMMIE using NACS (NEMIS Access Control) when 
there is a demonstrated need to have NEMIS access. 

D-3 
  

92. Ensure preparation of MAs in the Enterprise Coordination and 
Approval Processing System (eCAPS). D-3   

93. Ensure the maintenance and distribution of all MA records. D-3   

94. Work with MA staff to identify and document potential issues. D-3   

    
Behavior/Activity: Monitor MA Assignment billing and reimbursement 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

95. Facilitate bill submission. D-3   

96. Conduct programmatic review of MA bills and recommend 
payment or nonpayment. D-3   

97. Obtain Project Officer approval. D-3   

98. Obtain payment authorization for approved bills from the Federal 
Approving Official (FAO). D-3   

99. Forward approved billing review documents to the DFC. D-3   

100. Assist in negotiating and resolving billing disputes with Federal 
agencies. D-3   
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

101. Negotiate the time of transition. I   

102. Provide for adequate overlap to ensure the efficient transfer of 
duties. I   

103. Brief replacement on current situation. I   

104. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

105. Ensure that an effective transition of duties is accomplished. I   

106. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

107. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

108. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

109. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

110. Obtain performance appraisal from supervisor. I   

111. Report to the Training Unit upon completion of training 
assignment. I   
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112. Make return travel arrangements. I   

113. Prepare the final travel voucher. I   

114. Return accountable property to the Accountable Property Office 
(APO). I   

115. Submit final timesheet, appraisal form, and travel voucher. I   

116. Check out with the Automated Deployment Database (ADD). I   

117. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Mission Assignment Manager (MAMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Mission Assignment Manager (MAMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Mission Assignment Manager (MAMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Mission Assignment Specialist (MASP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 
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22. Share current information with co-workers and immediate 
supervisor. D-3   

23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   

    
Behavior/Activity: Gather pertinent information to process Mission Assignments 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Obtain relevant information affecting Mission Assignments 
(MAs). D-3   

• Which ESFs have been activated 
• Who activated the current Mission Assignments (MAs), (i.e., NRCC, 

RRCC, OSC) 
• Where any MAs issued prior to Declaration 
• Have any verbal MAs been issued and have they been documented 
• Who is the State Approving Official(s) 
• What ESFs are currently assigned 
• What ESFs are en-route 
• Status of Presidential declaration, types of assistance authorized and 

State cost-share 
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28. Verify that all individuals involved in the MA process have 
appropriate National Emergency Management Information System 
(NEMIS) Access control System (NACS) rights. 

D-3 
  

29. Obtain Delegation of Authority Memorandum with Signatory 
authority to approve MAs. D-3   

    
Behavior/Activity: Process Activation of Other Federal Agencies (OFAs) 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Prepare Activation Letters as directed. E   

    
Behavior/Activity: Prepare Mission Assignments (MAs) 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Identify Action Requests that should not be sourced as MAs. D-3   

32. Process MAs in Enterprise Coordination and Approval Processing 
System (eCAPS). D-3   

33. Prepare amendments to MA as directed. D-3   

34. Prepare MA Task Orders as directed. D-3   

35. Verify that all MA documentation is complete, accurate, 
processed, and approved. D-3   

36. Identify and report cross-programmatic issues to the Mission 
Assignment Manager (MAMG) and work cooperatively with 
program areas to resolve when directed. 

D-3 
  

37. Reissue MAs issued prior to disaster declaration when directed. D-3   

38. Provide information on MA procedures to OFAs when requested. D-3   

39. Identify and prevent duplicate requests. D-3   

• Compare new ARFs to the Action Request Log 
• Inform originators of potential duplicate requests 
• Take action to prevent duplicate MAs from being processed 
• Inform MAMG of duplicate requests 

   

40. Ensure Action Tracking System reflects current status of request 
and dispositions when assigned. D-3   
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41. Interact with RRCC MA Program Coordinator to review MAs 
issued. D-3   

    

Behavior/Activity: Maintain and monitor accurate records and conduct NEMIS responsibilities in a timely 
manner 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Set up and maintain a computerized log to record specific activities 
and decisions. D-3   

43. Ensure the establishment of an efficient MA record keeping system 
on the incident for both hard copy and data processing files when 
assigned. 

D-3 
  

44. Maintain Mission Assignment files. D-3   

• Activation letters 
• Action Request Forms 
• MAs 
• Task Orders 
• Amendments 
• MA progress reports 
• Agency correspondence 
• MA funds tracking report 
• Bills 
• Closeout letters 

   

45. Provide reports on MAs status to the Action Tracker as 
appropriate. D-3   

46. Ensure the maintenance and distribution of all MA records. D-3   

47. Provide reports on Mission Assignment status as appropriate. D-3   

48. Update status in the Mission Assignment Funds Tracking Report 
as directed. D-3   

49. Address Mission Assignment issues with the MAMG. D-3   

  



21 November 2011, Revised MISSION ASSIGNMENT SPECIALIST (MASP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 11 

Behavior/Activity: Monitor MA Assignment billing and reimbursement 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Facilitate bill submission. D-3   

51. Conduct programmatic review of MA bills and recommend 
payment or nonpayment. D-3   

52. Obtain Project Officer approval. D-3   

53. Obtain payment authorization for approved bills from the Federal 
Approving Official (FAO). D-3   

54. Forward approved billing review documents to the DFC. D-3   

55. Assist in negotiating and resolving billing disputes with Federal 
agencies. D-3   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Obtain the time of transition from immediate supervisor. I   

57. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

58. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

59. Obtain performance appraisal from supervisor. I   

60. Report to the Training Unit upon completion of training 
assignment. I   
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61. Make return travel arrangements. I   

62. Prepare the final travel voucher. I   

63. Return accountable property to the Accountable Property Office 
(APO). I   

64. Submit final timesheet, appraisal form, and travel voucher. I   

65. Check out with the Automated Deployment Database (ADD). I   

66. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Mission Assignment Specialist (MASP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Mission Assignment Specialist (MASP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Mission Assignment Specialist (MASP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Operations Branch Director—Geographic (OPBD) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed during the first 72 hours of 
the assignment in a personal go-kit. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to “Common Responsibilities” (Chapter 2, 
IMH). I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain situational information relevant to your assignment. D-2   

• Resources currently assigned to branch 
• Resources en route and/or ordered for branch 
• Incident facilities, types, and location 
• Incident objectives 
• Political issues and sensitivities 
• Staging areas, camps, area field offices and other incident facilities 
• Information from other personnel responsible for the branch or area of 

responsibility prior to your arrival, if applicable 
• Review FEMA/state agreement if approved 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. D-2   

• Current priorities 
• Incident objectives 
• Strategies 
• Current state and local priorities 

   

11. Identify issues and concerns of potential relevance to your 
assignment. D-2   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS forms. D-2   
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13. Maintain appropriate span of control. D-2   

14. Use common terminology. D-2   

15. Maintain unity of command. D-2   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, welfare, and accountability of all branch 
personnel. D-2   

17. Recognize potentially hazardous situations. D-2   

18. Communicate potentially hazardous situations. D-2   

19. Use personal protective equipment (PPE) as issued. D-2   

20. Safeguard property and equipment. D-2   

21. Provide current information for the call-down roster. D-2   

22. Maintain the integrity of the call-down roster. D-2   

23. Verify that special precautions are taken when hazards exist. D-2   

24. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-2   

25. Notify the Safety Officer of any accidents. D-2   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Determine if the organizational structure is appropriate. D-2   

• Incident objectives and immediate supervisor direction 
• Emergency Support Functions (ESFs) assigned 
• Coordination needs at the state and local level 
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27. Ensure that the organizational structure is ICS compliant. D-2   

• Span of control 
• Unity of command 
• Proper ICS positions 

   

28. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned. D-2   

• Location and status of assigned resources 
• Resource identifier, if assigned (e.g., Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

29. Check to ensure subordinates are qualified to perform assigned 
positions. D-2   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

30. Discuss findings and recommendations with immediate supervisor 
as necessary. D-2   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs, if applicable 

   

31. Make any necessary organizational adjustments. D-2   

32. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-2   

33. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-2   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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35. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

36. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

37. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

38. Share current information with co-workers and immediate 
supervisor. I   

39. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

40. Keep Command and General Staff informed. D-3   

• Current information 
• Significant changes 
• Significant decision and actions 

   

41. Provide the Situation Unit Leader with branch information for the 
situation report (SitRep). D-3   

    

Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Anticipate the branch’s support to Operations for the next 
operational period. D-3   

43. Determine branch support capabilities based on anticipated needs. D-3   
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44. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-2   

45. Write task descriptions providing clear, concise direction, and 
performance expectations that support the incident objectives. D-2   

46. Ensure that accurate operational information is included on the ICS 
215. D-2   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

47. Ensure the branch’s participation in the Operations Tactics meeting 
when the branch’s support is required. D-3   

• Discuss with the Operations Section Chief (OSC) if the branch’s 
attendance is required 

• Identify additional branch resources needed to support the next 
operational-period plan 

• If shortfalls exist, communicate them to the OSC 

   

48. Verify that additional resources identified on the ICS 215 for the 
branch/group at the Tactics meeting have been ordered. D-2   

49. Attend the Command and General Staff planning meeting. D-3   

• Review the IAP 
• Recommend corrections/adjustments to the IAP 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Attend scheduled briefings as required. D-2   

51. Brief your direct report staff on the details of the branch’s support 
to the IAP following the Operations briefing. D-2   

• Remind direct report staff that all supervisory personnel need to be 
briefed 

• Ensure that assignments are clear and provide additional information 
needed 

• Discuss special safety considerations or situations 
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52. Debrief your immediate staff at the end of the operational period to 
gather information. D-2   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

53. Brief immediate supervisor on results of debriefings. D-2   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-2   

55. Hold personnel accountable for the execution of assigned tasks. D-2   

56. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-2   

57. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-2   

58. Request additional resources or release surplus resources. D-2   

59. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-2   

60. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-2   

61. Ensure that the work completed is consistent with direction, policy, 
and incident objectives. D-2   

• Immediate supervisor’s direction 
• FEMA policies 

   

62. Keep assigned personnel informed of changes. D-2   

63. Notify Resource Unit Leader of all resource status changes when 
they occur. D-2   
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Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Ensure that local officials are receiving the necessary information 
and support in accordance with the Stafford Act. D-2   

65. Ensure that FEMA is hearing the concerns of local officials. D-2   

66. Ensure that you are receiving the necessary support and 
information from state and local officials to fulfill your mission. D-2   

67. Coordinate with other federal agencies (OFAs) operating under 
their own authority. D-2   

• Potential conflicts 
• Duplication of effort 
• Communications 

   

68. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-2   

69. Share critical information, tactics, and contingency plans with 
state, tribal, and local officials. D-2   

70. Take early action to mitigate or resolve coordination issues. D-2   

71. Collaborate with the state in encouraging and supporting local 
incident action planning. D-2   

72. Foster teamwork and emphasize a unified approach. D-2   

    

Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Participate in the preparation of incident plans. D-3   

• Strategic Plan 
• Functional plans 
• Demobilization Plan 
• Evacuation Plan (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

74. Solicit input from appropriate branch personnel during the plan 
development and provide them an opportunity to review the draft 
document. 

D-3 
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Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

76. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

77. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. I   

78. Represent FEMA in a professional manner when working with 
internal and external parties. I   

79. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

80. Exhibit principles of duty, integrity, and respect. D-2   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

81. Show subordinates how their assignments support the overall 
management of the incident. D-2   

82. Establish work assignments and set priorities. D-2   

83. Take corrective action when problems arise. D-2   
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84. Establish and communicate basic work guidelines. D-2   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

85. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-2   

86. Provide continuous feedback on performance. D-2   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

87. Ensure that personnel receive needed training and coaching. D-2   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

88. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-2   

89. Prepare and discuss formal performance evaluations. D-2   

90. Create a work environment that provides mutual respect and equal 
opportunity for branch personnel. D-2   

91. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-2   

92. Monitor employee performance to assess the need for possible rest 
or rotation. D-2   

93. Write performance appraisals and discuss the results with direct 
report staff. D-2   

    

Behavior/Activity: Effectively implement and manage Stafford Act Programs 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Implement program activities that are consistent with the IAP and 
OSC direction. D-2   

95. Ensure delivery of programs is consistent, meets customer needs, 
and is implemented in accordance with Stafford Act requirements 
and FEMA policies. 

D-2 
  

96. Provide technical advice to State partners. D-2   
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97. Provide disaster projection report input to the OSC. D-2   

    

Behavior/Activity: Conduct NEMIS responsibilities in a timely manner 

Competency: Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

98. Review and approve the Requisition and Commitment for Services 
and Supplies (FEMA Form 40-01) in ECAPS as the Project Officer 
in a timely manner, as directed. 

E 
  

99. When delegated by the OSC, review and approve FEMA Form 40-
01s, in ECAPS as the Approving Officer in a timely manner. E   

100. As directed by immediate supervisor, approve FEMA, State, Other 
Federal Agency, and Contractor employee access rights to NEMIS 
using NACS (NEMIS Access Control) when there is a 
demonstrated need to have NEMIS access. 

E 
  

    

Behavior/Activity: Manage Branch Office(s) to ensure a safe, secure, and efficient operation when assigned  

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

101. Ensure that Branch Office(s) is adequately supported by the 
Logistics Section. E   

• Facilities 
• Telecom 
• Information Technology (IT) 
• Communications capability  
• Property accountability 
• Supplies and office equipment 

   

102. Ensure that Branch Office(s) is adequately supported by the 
Finance/Admin. Section. E   

• Time 
• Travel vouchers 
• Procurement 
• Employee Relations 
• Training 
• Compensation and claims 
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103. In coordination with the Planning Section Chief, arrange for 
supplemental planning support, as needed. E   

• Resource Unit support, including Status/Check-in Recorder 
• Situation Unit Support 
• GIS support 

   

104. Ensure adequate security. E   

• Facility security 
• Badging and security checks 

   

105. Ensure adequate External Affairs representation. E   

106. Ensure adequate Safety Officer representation (Assistant Safety 
Officer). E   

• Facility safety 
• Remote facility safety such as DRCs 
• Branch field operations 

   

107. Coordinate with State, OFAs, and NGOs assigned to the Branch 
Office(s). E   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

108. Negotiate the time of transfer. I   

109. Provide for adequate overlap to ensure the efficient transfer of 
duties. I   

110. Brief replacement on current situation. I   

111. Ensure that appropriate information is up-to-date. I   

112. Ensure that an effective transfer of duties is accomplished. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

113. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   
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114. Ensure that closeout records are current, accurate, and complete. D-3   

115. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

116. Obtain performance appraisal from supervisor. I   

117. Report to the Training Unit upon completion of training 
assignment. I   

118. Make return travel arrangements. I   

119. Prepare the final travel voucher. I   

120. Return accountable property to the Accountable Property Office 
(APO). I   

121. Submit final timesheet, appraisal form, and travel voucher. I   

122. Check out with the Automated Deployment Database (ADD). I   

123. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Operations Branch Director—Geographic (OPBD) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Operations Branch Director—Geographic (OPBD) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Operations Branch Director—Geographic (OPBD) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Operations Specialist (OPSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed during the first 72 hours of 
the assignment in a personal go-kit. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to “Common Responsibilities” (Chapter 2, 
IMH). I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain situational information relevant to your assignment. I   

• Organization of incident operations (i.e. geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify issues and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS forms. 

• Organizational structure 
• Principles 
• Positions 

I 
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• ICS forms 

13. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 
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22. Share current information with co-workers and immediate 
supervisor. D-3   

23.    Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26.  Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Establish and maintain effective working relationships 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Establish and maintain open and effective communications. I   

28. Identify and promptly report disagreements, issues, and 
misunderstandings to direct supervisor. I   

29. Accomplish assigned duties and section requirements as directed, 
for specific work area as directed by immediate supervisor. I   

30. Be pro-active in anticipation coordination issues early and take 
action as directed by immediate supervisor to mitigate or resolve. I   
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Find out time of transition from immediate supervisor. I   

32. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

33. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Obtain performance appraisal from supervisor. I   

35. Report to the Training Unit upon completion of training 
assignment. I   

36. Make return travel arrangements. I   

37. Prepare the final travel voucher. I   

38. Return accountable property to the Accountable Property Office 
(APO). I   

39. Submit final timesheet, appraisal form, and travel voucher. I   

40. Check out with the Automated Deployment Database (ADD). I   

41. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Operations Specialist (OPSP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Operations Specialist (OPSP) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Operations Specialist (OPSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Operations Section Chief Type I (OSC1) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 





21 November 2011, Revised OPERATIONS SECTION CHIEF TYPE I (OSC1) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 1 

FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain information prior to deployment. I   

• Incident type, name and number  
• Travel authorization number 
• Status of actions initiated by the Regional Response Coordination 

Center (RRCC) 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements  
• Contact procedures during travel  
• Expected duration of assignment  
• Expected working conditions  

   

2. Determine immediate needs and actions necessary prior to 
deployment. I   

• Consider what Branches within the Section need to be activated 
• Consider what resources are required for Section operation  
• Consider need for potential ESF support 
• Consult with affected RRCC on need to make initial resource order for 

critical resources 
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Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

3. Obtain relevant situational information on your assignment. I   

• Resources currently assigned to Section 
• Resources en-route and/or ordered for Section 
• Incident facilities, types and location 
• Incident objectives 
• Regional Administrators guidance 
• Governor’s guidance 
• State Emergency Management Agency guidance 
• Loss of utilities that affect communications with partners and resources 
• Critical infrastructure damage assessment, locations, and types 
• Political issues and sensitivities 
• Staging areas, camps, area field offices and other incident facilities 
• Information from other personnel responsible for the section or area of 

responsibility prior to your arrival, if applicable 
• Review FEMA/State Agreement if approved 

   

4. Obtain initial direction from the immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 
• Current State and local priorities 

   

5. Identify issues and concerns of potential relevance to your 
assignment. I   

6. Attend and participate in the initial IMAT meeting. I   

• Current incident status 
• Obtain immediate supervisor priorities and expectations for the IMAT 
• Review roles and responsibilities of IMAT members 
• Resource ordering procedures 
• Public information strategy 
• Planning, logistics, and finance/admin procedures 
• Jurisdictional limitations, concerns and restrictions 
• Safety and security concerns 
• Special incident considerations 
• Obtain schedule for briefings and meetings 

   

7. Review and assess Preliminary Damage Assessment (PDA) 
information for use in estimating organization structure, staffing, 
and incident requirements. 

I 
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS Forms. I   

9. Maintain appropriate span of control. I   

10. Use common terminology. I   

11. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Provide for the safety, welfare and accountability of all Section 
personnel. D-1   

13. Recognize potentially hazardous situations. D-1   

14. Communicate potentially hazardous situations. D-1   

15. Use personal protective equipment (PPE) as issued. D-1   

16. Safeguard property and equipment. D-1   

17. Provide current information for the call-down roster. D-1   

18. Maintain the integrity of the call down roster. D-1   

19. Verify special precautions are taken when hazards exist. D-1   

20. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-1   

21. Notify the Safety Officer of any accidents. D-1   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

22. Develop incident Operation’s organization and structure with State 
OSC input. D-1   

• Geographic Branches 
• Divisions 
• Program Branches (IA, PA, HM) 
• Air Operations Branch 
• Emergency Communications Branch 
• Long Term Community Recovery Branch 

   

23. Determine if organizational structure is appropriate. D-1   

• Incident objectives and immediate supervisor direction 
• Emergency Support Functions (ESF) assigned 
• Coordination needs at the State and Local level 

   

24. Ensure organizational structure is ICS compliant. D-1   

• Span of control 
• Unity of Command  
• Proper ICS positions 

   

25. Determine any requirements for Federal emergency response 
teams. D-1   

26. Determine appropriate operational facilities required to me 
incident needs. D-1   

• Staging Areas (Federal) 
• Field Offices 
• Aviation facilities such as helibases, fixed wing bases as needed 
• Shelters 
• Support facilities such as camps 
• Fueling stations 

   

27. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned. D-1   

• Location and status of assigned resources 
• Resource identifier, if assigned (i.e. Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 
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28. Check to ensure subordinates are qualified to perform in assigned 
positions. D-1   

• FEMA Qualification System (FQS) 
• Non-FEMA Agency qualified 

   

29. Discuss findings and recommendations with the immediate 
supervisor as necessary. D-1   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs if applicable 

   

30. Make any organizational adjustments necessary. D-1   

31. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-1   

32. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-1   

 

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

34. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

35. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 
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36. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

37. Share current information with co-workers and immediate 
supervisor. I   

38. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

39. Keep Command and General Staff informed. I   

• Current information 
• Significant changes 
• Significant decision and actions 

   

40. Provide the Situation Unit Leader with section information for the 
situation report (SitRep). I   

    

Behavior/Activity: Lead the incident action planning process, establishing work assignments and 
performance expectations in support of incident objectives 

Competency: Incident Action Planning (C11); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Coordinate with Branch Director, DIVS  and assigned ESFs to 
prepare for the Operations Tactics Meeting. D-1   

42. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-1   

43. Ensure task descriptions provide clear, concise direction, and 
performance expectations that support the incident objectives. D-1   

44. Ensure accurate operational information is included on the ICS 
215. D-1   

• Resource kind, type and number using resource identifier (i.e. IA 
Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   



21 November 2011, Revised OPERATIONS SECTION CHIEF TYPE I (OSC1) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 11 

45. Ensure safety issues have been addressed and adequately 
mitigated. D-1   

46. Lead the Operations Tactics Meeting to review and finalize the 
ICS 215. D-1   

• Ensure instructions are clear and complete with sufficient detail for 
development of Assignment List (ICS 204) by the Resource Unit 

• Logistics needs are clearly shown 
• Identify needs for additional Action Request Forms (ARF), Mission 

Assignments (MA), and Taskers 
• Provide input to update the Incident Map 
• Identify additional resources needed and/or surpluses 

   

47. Verify that additional resources identified on the ICS 215 for the 
section/group at the Tactics Meeting have been ordered. D-1   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Attend scheduled briefings as required. D-1   

49. Conduct the Operations Briefing for the operational period in 
person and/or remotely (e.g. conference call). D-1   

• Review the Incident Objectives 
• Review the current situation 
• Brief personnel responsible for executing and supporting the IAP 
• Brief Group Supervisors (Branch Directors, Division Supervisors if 

assigned) on their assignments 
• Discuss special safety considerations or situations 
• Brief on changes to the approved Incident Action Plan if necessary 

   

50. Debrief your immediate staff at the end of the operational period to 
gather information. D-1   

• Current situation 
• Assessment of work progress 
• Tactical adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right – what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

51. Brief immediate supervisor and Situation Unit on results of 
debriefings. D-1   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-1   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Provide subordinates with how their assignments support the 
overall management of the incident. D-1   

54. Establish work assignments and set priorities. D-1   

55. Take corrective action when problems arise. D-1   

56. Establish and communicate basic work guidelines. D-1   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

57. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-1   

58. Provide continuous feedback on performance. D-1   

• Recognize and document superior performance 
• Take corrective action and document poor performance  

   

59. Ensure that personnel receive needed training and coaching. D-1   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

60. Ensure all personnel time records are complete, accurate and 
submitted within established timeframes. D-1   

61. Prepare and discuss formal performance evaluations. D-1   
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62. Create a work environment that provides mutual respect and equal 
opportunity for Section personnel. D-1   

63. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-1   

64. Monitor employee performance to assess the need for possible rest 
or rotation. D-1   

65. Write performance appraisals and discuss the results with direct 
reports. D-1   

 

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

66. Ensure assigned tasks and expectations for the operational period 
are reasonable and accurate. D-1   

67. Hold personnel accountable for execution of assigned tasks. D-1   

68. Delegate specific authority based on the assigned tasks to assigned 
Specialists. D-1   

69. Evaluate effectiveness of operations. D-1   

• Obtain periodic status reports from Branches and Divisions and other 
operations personnel to evaluate effectiveness of operations 

   

70. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-1   

71. Request additional resources or release surplus resources. D-1   

72. Make appropriate decisions and/or adjustments based on analyzed 
and validated information.  D-1   

73. Gather and analyze information to validate subordinate report of 
accomplishments. D-1   

74. Ensure work completed is consistent with direction, policy, and 
incident objectives. D-1   

• Immediate Supervisor direction 
• FEMA policies 

   

75. Keep assigned personnel informed of changes. D-1   

76. Notify Resource Unit Leader of all resource status changes when 
they occur. D-1   



OPERATIONS SECTION CHIEF TYPE I (OSC1) 21 November 2011, Revised 

14 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

77. Ensure local officials are receiving the necessary information and 
support in accordance with the Stafford Act. D-1   

78. Ensure concerns of local officials being heard by FEMA. D-1   

79. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-1   

80. Ensure that key State staffs have a clear understanding of current 
eligibility based on declaration and status of request. D-1   

• Direct Federal Assistance (DFA) 
• Federal Operations Support (FOS) 
• Technical Assistance (TA) 

   

81. Coordinate with Other Federal Agencies (OFAs) operating under 
their own authority. D-1   

• Potential conflicts 
• Duplication of effort 
• Communications 

   

82. Coordinate with State, Tribal and local emergency management 
agencies regarding FEMA support. D-1   

• Develop the Time Phase Force Deployment List (TPFDL) 
• Specialized resource needs 
• FEMA program Delivery needs 
• Encourage State and local partners to maximize local resources before 

engaging similar Federal resources 

   

83. Interact with the Defense Coordinating Element (DCE) and other 
appropriate DOD members. D-1   

• Establish and maintain open and effective communications 
• Encourage participation within the Operations Section organization 
• Identify and promptly resolve disagreements, issues, and 

misunderstanding with assigned FEMA missions 
• Be pro-active in anticipating coordination issues early and take actions 

to mitigate or resolve 
• Be “participatory” - encourage the DOD’s participation in incident 

action planning and problem solving. 
• Foster team work and emphasize a unified approach 
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84. Coordinate with Other Federal Agencies (OFAs) operating under 
their own authority. D-1   

• Potential conflicts 
• Duplication of effort 
• Communications 

   

85. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-1   

86. Share critical information, tactics and contingency plans with state, 
tribal and local officials. D-1   

87. Take early action to mitigate or resolve coordination issues. D-1   

88. Collaborate with the State in encouraging and supporting local 
incident action planning. D-1   

89. Foster team work and emphasize a unified approach. D-1   

90. Interact with ESF leads. D-1   

• Mission Assignments 
• Action Request Forms (ARFs) 
• Taskers 
• Funding Needs 
• Preparation of the ICS 215 for the Operation’s tactics meeting 
• Incident action planning 
• De-activation and stand-down 

   

 

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

92. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

93. Cultivate professional relationships with coworkers and others to 
exchange information and work effectively. I   

94. Represent FEMA in a professional manner when working with 
internal and external parties. I   

95. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Effectively coordinate and manage Stafford Act programs 
Competency: Decision Making & Judgment (C7); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

96. Coordinate with FEMA programs leads to ensure delivery of 
programs is consistent, meets customer needs, and is implemented 
in accordance with Stafford Act requirement and FEMA policy. 

D-1 
  

• Approve disaster specific guidance for programs 
• Identify cross-programmatic issues and facilitate coordinated problem-

solving among program areas 
• Resolve conflicting priorities (e.g., expedited rebuilding vs. long-term 

recovery/mitigation needs) among program areas 

   

97. Oversee Operations Section activities to ensure they are in 
compliance with Stafford Act requirements, related regulations, 
and disaster –specific guidance. 

D-1 
  

• Within delegated authorities, recommended or approve program-area 
requests for funding allocations and obligations 

   

98. Identify problems outside of the scope of Stafford Act authorities 
and work to find alternative resolutions. D-1   

    

Behavior/Activity: Interact with other Command and General Staff personnel to ensure clarity of 
communication and enhance teamwork 

Competency: Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

99. Share current and accurate information. D-1   

100. Keep Command and General Staff members informed of 
significant changes in operations. D-1   

101. Keep Command and General Staff members informed of 
significant decisions or actions that affect them. D-1   

102. Keep Resources Unit Leader apprised of all operational resource 
status changes. D-1   

103. Provide the Situation Unit Leader operational status for the 
Incident Status Summary (ICS 209) and/or FEMA situation report 
(SitRep). 

D-1 
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Behavior/Activity: Prepare, review, and approve Action Request Forms (ARFs) and Mission Assignments 
(MAs) 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

104. Ensure the ARFs are complete and accurate. D-1   

105. Ensure the “Types of Assistance” identified on the ARF is entered 
correctly. D-1   

• Direct Federal Assistance (DFA)  
• Federal Operation Support (FOS) 
• Technical Assistance (TA) 

   

106. Validate ARFs with State and make recommendations on how to 
proceed with potential alternative options as necessary. D-1   

• Emergency Management Assistance Compact (EMAC) 
• Local contracting 
• State agencies 
• Voluntary Organizations Active in Disasters VOADs 

   

107. Ensure that Mission Assignments (MAs) are complete and 
accurate. D-1   

• Appropriate action to meet the identified need 
• Not within the statutory authority of the OFA being assigned 
• Followed-up with documentation when the MA was verbal 
• Executed prior to a declaration is reissued after the declaration 
• Issued prior to initiating Taskers 
• Either de-activated or placed in stand-down status when MA is 

completed 

   

108.  Maintain awareness of Mission Assignment funding needs and 
limitations. D-1   

    

Behavior/Activity: Assign, manage, and maintain visibility on Emergency Teams 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

109. Ensure Emergency Teams are briefed. D-1   

110. Establish and maintain communications link and maintain status of 
teams. D-1   

111. Provide support to Teams assigned to state/local management 
authority, if needed. D-1   



OPERATIONS SECTION CHIEF TYPE I (OSC1) 21 November 2011, Revised 

18 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Behavior/Activity: Maintain oversight of Staging Areas (Federal) 

Competency: Knowledge of Program & Technical Protocols (C15); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

112. Establish effective communications link with Staging Areas 
(Federal). D-1   

13. Ensure Staging Area(s) are capable of providing current and 
projected needs. D-1   

• Organization 
• Facilities 
• Transportation capabilities 

   

114. Ensure the Staging Areas are provided accurate and updated points 
of distribution (PODs).  D-1   

115. Ensure that delivery verification is documented. D-1   

116. Coordinate with RRCC to identify and resolve resources (e.g., 
commodities, assets) issues for Federal staging area(s). D-1   

• Supply chain 
• Ordering 
• Transportation 

   

    

Behavior/Activity: Ensure section participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

117. Participate in the preparation of plans. D-1   

• Advanced Operational Plan 
• Incident Strategic Plan 
• Functional Plans 
• Demobilization Plan 
• Evacuation Plans (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

118. Solicit input from section entities affected during plan 
development stage and provide them an opportunity to review the 
draft document. 

D-1 
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Behavior/Activity: Conduct NEMIS responsibilities in a timely manner 

Competency: Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

119. Review and approve the Requisition and Commitment for Services 
and Supplies (FEMA Form 40-01) in ECAPS in a timely manner, 
as directed. 

D-1 
  

120. As directed by immediate supervisor, approve FEMA, State, Other 
Federal agency, and Contractor employee access right to NEMIS 
using NACS (NEMIS Access Control) when there is a 
demonstrated need to have NEMIS access. 

D-1 
  

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

121. Negotiate time of transfer. I   

122. Provide for adequate overlap to ensure efficient transfer of duties. I   

123. Brief replacement on current situation. I   

124. Ensure appropriate information is up-to-date. I   

125. Ensure an effective transfer of duties is accomplished. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Operations Section Chief Type I (OSC1) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 



21 November 2011, Revised OPERATIONS SECTION CHIEF TYPE I (OSC1) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 23 

Evaluation Record 

 
TRAINEE NAME 

Operations Section Chief Type I (OSC1) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Operations Section Chief Type I (OSC1) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Operations Section Chief Type II (OSC2) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain information prior to deployment. I   

• Incident type, name and number  
• Travel authorization number 
• Status of actions initiated by the Regional Response Coordination 

Center (RRCC) 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements  
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions  

   

2. Determine immediate needs and actions necessary prior to 
deployment. I   

• Consider what Branches within the Section need to be activated 
• Consider what resources are required for Section operation  
• Consider need for potential ESF support 
• Consult with affected RRCC on need to make initial resource order for 

critical resources 
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Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

3. Obtain relevant situational information on your assignment. I   

• Resources currently assigned to Section 
• Resources en-route and/or ordered for Section 
• Incident facilities, types and location 
• Incident objectives 
• Regional Administrators guidance 
• Governor’s guidance 
• State Emergency Management Agency guidance 
• Loss of utilities that affect our ability to communicate with partners and 

resources 
• Critical infrastructure damage assessment, locations, and types 
• Political issues and sensitivities 
• Staging areas, camps, area field offices and other incident facilities 
• Information from other personnel responsible for the section or area of 

responsibility prior to your arrival, if applicable 
• Review FEMA/State Agreement if approved 

   

4. Obtain initial direction from the immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 
• Current State and local priorities 

   

5. Identify issues and concerns of potential relevance to your 
assignment. I   

6. Attend and participate in the initial IMAT meeting. I   

• Current incident status 
• Obtain immediate supervisor priorities and expectations for the IMAT 
• Review roles and responsibilities of IMAT members 
• Resource ordering procedures 
• Public information strategy 
• Planning, logistics, and finance/admin procedures 
• Jurisdictional limitations, concerns and restrictions 
• Safety and security concerns 
• Special incident considerations 
• Obtain schedule for briefings and meetings 

   

7. Review and assess Preliminary Damage Assessment (PDA) 
information for use in estimating organization structure, staffing, 
and incident requirements 

I 
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS Forms. I   

9. Maintain appropriate span of control. I   

10. Use common terminology. I   

11. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Provide for the safety, welfare and accountability of all Section 
personnel. D-2   

13. Recognize potentially hazardous situations. D-2   

14. Communicate potentially hazardous situations. D-2   

15. Use personal protective equipment (PPE) as issued. D-2   

16. Safeguard property and equipment. D-2   

17. Provide current information for the call-down roster. D-2   

18. Maintain the integrity of the call down roster. D-2   

19. Verify special precautions are taken when hazards exist. D-2   

20. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-2   

21. Notify the Safety Officer of any accidents. D-2   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

22. Develop incident Operation’s organization and structure with State 
OSC input. D-2   

• Geographic Branches 
• Divisions 
• Program Branches (IA, PA, HM) 
• Air Operations Branch 
• Emergency Communications Branch 
• Long Term Community Recovery Branch 

   

23. Determine if organizational structure is appropriate. D-2   

• Incident objectives and immediate supervisor direction 
• Emergency Support Functions (ESF) assigned 
• Coordination needs at the State and Local level 

   

24. Ensure organizational structure is ICS compliant. D-2   

• Span of control 
• Unity of Command  
• Proper ICS positions 

   

25. Determine any requirements for Federal emergency response 
teams. D-2   

26. Determine appropriate operational facilities required to me 
incident needs. D-2   

• Staging Areas (Federal) 
• Field Offices  
• Aviation facilities such as helibases, fixed wing bases as needed 
• Shelters 
• Support facilities such as camps 
• Fueling stations 

   

27. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned. D-2   

• Location and status of assigned resources 
• Resource identifier, if assigned (i.e. Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 
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28. Check to ensure subordinates are qualified to perform in assigned 
positions. D-2   

• FEMA Qualification System (FQS) 
• Non-FEMA Agency qualified 

   

29. Discuss findings and recommendations with the immediate 
supervisor as necessary. D-2   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs if applicable 

   

30. Make any organizational adjustments necessary. D-2   

31. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-2   

32. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-2   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

34. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

35. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 
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36. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

37. Share current information with co-workers and immediate 
supervisor. I   

38. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

39. Keep Command and General Staff informed. I   

• Current information 
• Significant changes 
• Significant decision and actions 

   

40. Provide the Situation Unit Leader with section information for the 
situation report (SitRep). I   

    

Behavior/Activity: Lead the incident action planning process, establishing work assignments and 
performance expectations in support of incident objectives 

Competency: Incident Action Planning (C11); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Coordinate with Branch Director, DIVS  and assigned ESFs to 
prepare for the Operations Tactics Meeting. D-2   

42. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-2   

43. Ensure task descriptions provide clear, concise direction, and 
performance expectations that support the incident objectives. D-2   
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44. Ensure accurate operational information is included on the ICS 
215. D-2   

• Resource kind, type and number using resource identifier (i.e. IA 
Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

45. Ensure safety issues have been addressed and adequately 
mitigated. D-2   

46. Lead the Operations Tactics Meeting to review and finalize the 
ICS 215. D-2   

• Ensure instructions are clear and complete with sufficient detail for 
development of the Assignment List (ICS 204) by the Resource Unit 

• Logistics needs are clearly shown 
• Identify needs for additional Action Request Forms (ARF), Mission 

Assignments (MA), and Taskers 
• Provide input to update the Incident Map 
• Identify additional resources needed and/or surpluses 

   

47. Verify that additional resources identified on the ICS 215 for the 
section/group at the Tactics Meeting have been ordered. D-2   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Attend scheduled briefings as required. D-2   

49. Conduct the Operations Briefing for the operational period in 
person and/or remotely (e.g. conference call). D-2   

• Review the Incident Objectives 
• Review the current situation 
• Brief personnel responsible for executing and supporting the IAP 
• Brief Group Supervisors (Branch Directors, Division Supervisors if 

assigned) on their assignments 
• Discuss special safety considerations or situations 
• Brief on changes to the approved Incident Action Plan if necessary 
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50. Debrief your immediate staff at the end of the operational period to 
gather information. D-2   

• Current situation 
• Assessment of work progress 
• Tactical adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right – what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

51. Brief immediate supervisor and Situation Unit on results of 
debriefings. D-2   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-2   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Provide subordinates with how their assignments support the 
overall management of the incident. D-2   

54. Establish work assignments and set priorities. D-2   

55. Take corrective action when problems arise. D-2   

56. Establish and communicate basic work guidelines. D-2   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   



21 November 2011, Revised OPERATIONS SECTION CHIEF TYPE II (OSC2) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 13 

57. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-2   

58. Provide continuous feedback on performance. D-2   

• Recognize and document superior performance 
• Take corrective action and document poor performance  

   

59. Ensure that personnel receive needed training and coaching. D-2   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

60. Ensure all personnel time records are complete, accurate and 
submitted within established timeframes. D-2   

61. Prepare and discuss formal performance evaluations. D-2   

62. Create a work environment that provides mutual respect and equal 
opportunity for Section personnel. D-2   

63. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-2   

64. Monitor employee performance to assess the need for possible rest 
or rotation. D-2   

65. Write performance appraisals and discuss the results with direct 
reports. D-2   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

66. Ensure assigned tasks and expectations for the operational period 
are reasonable and accurate. D-2   

67. Hold personnel accountable for execution of assigned tasks. D-2   

68. Delegate specific authority based on the assigned tasks to assigned 
Specialists. D-2   

69. Evaluate effectiveness of operations. D-2   

• Obtain periodic status reports from Branches and Divisions and other 
operations personnel to evaluate effectiveness of operations 

   

70. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-2   
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71. Request additional resources or release surplus resources. D-2   

72. Make appropriate decisions and/or adjustments based on analyzed 
and validated information.  D-2   

73. Gather and analyze information to validate subordinate report of 
accomplishments. D-2   

74. Ensure work completed is consistent with direction, policy, and 
incident objectives. D-2   

• Immediate Supervisor direction 
• FEMA policies 

   

75. Keep assigned personnel informed of changes. D-2   

76. Notify Resource Unit Leader of all resource status changes when 
they occur. D-2   

    

Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

77. Ensure local officials are receiving the necessary information and 
support in accordance with the Stafford Act. D-2   

78. Ensure concerns of local officials being heard by FEMA. D-2   

79. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-2   

80. Ensure that key State staffs have a clear understanding of current 
eligibility based on declaration and status of request. D-2   

• Direct Federal Assistance (DFA) 
• Federal Operations Support (FOS) 
• Technical Assistance (TA) 

   

81. Coordinate with Other Federal Agencies (OFAs) operating under 
their own authority. D-2   

• Potential conflicts 
• Duplication of effort 
• Communications 

   



21 November 2011, Revised OPERATIONS SECTION CHIEF TYPE II (OSC2) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 15 

82. Coordinate with State, Tribal and local emergency management 
agencies regarding FEMA support. D-2   

• Develop the Time Phase Force Deployment List (TPFDL) 
• Specialized resource needs 
• FEMA program Delivery needs 
• Encourage State and local partners to maximize local resources before 

engaging similar Federal resources 

   

83. Interact with the Defense Coordinating Element (DCE) and other 
appropriate DOD members. D-2   

• Establish and maintain open and effective communications 
• Encourage participation within the Operations Section organization 
• Identify and promptly resolve disagreements, issues, and 

misunderstanding with assigned FEMA missions 
• Be pro-active in anticipating coordination issues early and take actions 

to mitigate or resolve 
• Be “participatory” - encourage the DOD’s participation in incident 

action planning and problem solving 
• Foster team work and emphasize a unified approach 

   

84. Coordinate with Other Federal Agencies (OFAs) operating under 
their own authority. D-2   

• Potential conflicts 
• Duplication of effort 
• Communications 

   

85. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-2   

86. Share critical information, tactics and contingency plans with state, 
tribal and local officials. D-2   

87. Take early action to mitigate or resolve coordination issues. D-2   

88. Collaborate with the State in encouraging and supporting local 
incident action planning. D-2   
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89. Foster team work and emphasize a unified approach. D-2   

90. Interact with ESF leads. D-2   

• Mission Assignments 
• ARFs 
• Taskers 
• Funding Needs 
• Preparation of the ICS 215 (Operational Planning Worksheet) for the 

Operation’s tactics meeting 
• Incident action planning 
• De-activation and stand-down 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

92. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

93. Cultivate professional relationships with coworkers and others to 
exchange information and work effectively. I   

94. Represent FEMA in a professional manner when working with 
internal and external parties. I   

95. Exhibit appropriate public stewardship of taxpayer dollars. I   

    
Behavior/Activity: Effectively coordinate and manage Stafford Act programs 

Competency: Decision Making & Judgment (C7); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

96. Coordinate with FEMA programs leads to ensure delivery of 
programs is consistent, meets customer needs, and is implemented 
in accordance with Stafford Act requirement and FEMA policy. 

D-2 
  

• Approve disaster specific guidance for programs 
• Identify cross-programmatic issues and facilitate coordinated problem-

solving among program areas 
• Resolve conflicting priorities (e.g., expedited rebuilding vs. long-term 

recovery/mitigation needs) among program areas 
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97. Oversee Operations Section activities to ensure they are in 
compliance with Stafford Act requirements, related regulations, 
and disaster –specific guidance. 

D-2 
  

• Within delegated authorities, recommended or approve program-area 
requests for funding allocations and obligations 

   

98. Identify problems outside of the scope of Stafford Act authorities 
and work to find alternative resolutions. D-2   

    

Behavior/Activity: Interact with other Command and General Staff personnel to ensure clarity of 
communication and enhance teamwork 

Competency: Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

99. Share current and accurate information. D-2   

100. Keep Command and General Staff members informed of 
significant changes in operations. D-2   

101. Keep Command and General Staff members informed of 
significant decisions or actions that affect them. D-2   

102. Keep Resources Unit Leader apprised of all operational resource 
status changes. D-2   

103. Provide the Situation Unit Leader operational status for the 
Incident Status Summary (ICS 209) and/or FEMA situation report 
(SitRep). 

D-2 
  

    

Behavior/Activity: Prepare, review, and approve Action Request Forms (ARFs) and Mission Assignments 
(MAs) 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

104. Ensure the ARFs are complete and accurate. D-2   

105. Ensure the “Types of Assistance” identified on the ARF is entered 
correctly.  D-2   

• Direct Federal Assistance (DFA)  
• Federal Operation Support (FOS) 
• Technical Assistance (TA) 
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106. Validate ARFs with State and make recommendations on how to 
proceed with potential alternative options as necessary. D-2   

• Emergency Management Assistance Compact (EMAC) 
• Local contracting 
• State agencies 
• Voluntary Organizations Active in Disasters VOADs 

   

107. Ensure that Mission Assignments (MAs) are complete and 
accurate. D-2   

• Appropriate action to meet the identified need 
• Not within the statutory authority of the OFA being assigned 
• Followed-up with documentation when the MA was verbal 
• Executed prior to a declaration is reissued after the declaration 
• Issued prior to initiating Taskers 
• Either de-activated or placed in stand-down status when MA is 

completed 

   

108.  Maintain awareness of Mission Assignment funding needs and 
limitations. D-2   

    

Behavior/Activity: Assign, manage, and maintain visibility on Emergency Teams 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

109. Ensure Emergency Teams are briefed. D-2   

110. Establish and maintain communications link and maintain status of 
teams. D-2   

111. Provide support to Teams assigned to state/local management 
authority, if needed. D-2   

    

Behavior/Activity: Maintain oversight of Staging Areas (Federal) 

Competency: Knowledge of Program & Technical Protocols (C15); Manage Resources (C19)  

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

112. Establish effective communications link with Staging Areas 
(Federal). D-2   
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113. Ensure Staging Area(s) are capable of providing current and 
projected needs. D-2   

• Organization 
• Facilities 
• Transportation capabilities 

   

114. Ensure the Staging Areas are provided accurate and updated points 
of delivery (PODs).  D-2   

115. Ensure that delivery verification is documented. D-2   

116. Coordinate with RRCC to identify and resolve resources (e.g., 
commodities, assets) issues for Federal staging area(s). D-2   

• Supply chain 
• Ordering 
• Transportation 

   

    

Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

117. Participate in the preparation of plans. D-2   

• Advanced Operational Plan 
• Incident Strategic Plan 
• Functional Plans 
• Demobilization Plan 
• Evacuation Plans (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

118. Solicit input from section entities affected during plan 
development stage and provide them an opportunity to review the 
draft document. 

D-2 
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Behavior/Activity: Conduct NEMIS responsibilities in a timely manner 

Competency: Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

119. Review and approve the Requisition and Commitment for Services 
and Supplies (FEMA Form 40-01) in ECAPS in a timely manner, 
as directed. 

D-2 
  

120. As directed by immediate supervisor, approve FEMA, State, Other 
Federal agency, and Contractor employee access right to NEMIS 
using NACS (NEMIS Access Control) when there is a 
demonstrated need to have NEMIS access. 

D-2 
  

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

121. Negotiate time of transfer. I   

122. Provide for adequate overlap to ensure efficient transfer of duties. I   

123. Brief replacement on current situation. I   

124. Ensure appropriate information is up-to-date. I   

125. Ensure an effective transfer of duties is accomplished. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Operations Section Chief Type II (OSC2) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Operations Section Chief Type II (OSC2) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Operations Section Chief Type II (OSC2) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Operations Section Chief Type III (OSC3) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed during the first 72 hours of 
the assignment in a personal go-kit. E   

• Current Program Guidance 
• Appropriate Forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH)  
• Position Task Book (PTB)  
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number  
• Travel authorization number 
• Status of actions initiated by the Regional Response Coordination 

Center (RRCC) 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements  
• Contact procedures during travel  
• Expected duration of assignment  
• Expected working conditions  

   

3. Determine immediate needs and actions necessary prior to 
deployment. I   

• Consider what Branches within the Section need to be activated 
• Consider what resources are required for Section operation  
• Consider need for potential ESF support 
• Consult with affected RRCC on need to make initial resource order for 

critical resources 

   

4. Review and conform to Common Responsibilities (Chapter 2, 
IMH). I   

5. Ensure agency identification (badge) is current or have two (2) 
forms of federally recognized pictured identification. I   

• Drivers license 
• Passport 
• Federal/State agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

6. Check-in at designated Incident check- in location and complete 
check-in packet. I   

7. Report to the Training Unit to check-in as a Trainee. I   

8. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

9. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Obtain relevant situational information on your assignment. I   

• Resources currently assigned to Section 
• Resources en-route and/or ordered for Section 
• Incident facilities, types and location 
• Incident objectives 
• Regional Administrators guidance 
• Governor’s guidance 
• State Emergency Management Agency guidance 
• Loss of utilities that affect our ability to communicate with partners and 

resources 
• Critical infrastructure damage assessment, locations, and types 
• Political issues and sensitivities 
• Staging areas, camps, area field offices and other incident facilities 
• Information from other personnel responsible for the section or area of 

responsibility prior to your arrival, if applicable 
• Review FEMA/State Agreement if approved 
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11. Obtain initial direction from the immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 
• Current State and local priorities 

   

12. Identify issues and concerns of potential relevance to your 
assignment. I   

13. Attend and participate in the initial IMAT meeting. I   

• Current incident status 
• Obtain immediate supervisor priorities and expectations for the IMAT 
• Review roles and responsibilities of IMAT members 
• Resource ordering procedures 
• Public information strategy 
• Planning, logistics, and finance/admin procedures 
• Jurisdictional limitations, concerns and restrictions 
• Safety and security concerns 
• Special incident considerations 
• Obtain schedule for briefings and meetings 

   

14. Review and assess Preliminary Damage Assessment (PDA) 
information for use in estimating organization structure, staffing, 
and incident requirements. 

I 
  

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS Forms. I   

16. Maintain appropriate span of control. I   

17. Use common terminology. I   

18. Maintain unity of command. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Provide for the safety, welfare, and accountability of all Section 
personnel. D-3   

20. Recognize potentially hazardous situations. D-3   

21. Communicate potentially hazardous situations. D-3   

22. Use personal protective equipment (PPE) as issued. D-3   

23. Safeguard property and equipment. D-3   

24. Provide current information for the call-down roster. D-3   

25. Maintain the integrity of the call down roster. D-3   

26. Verify special precautions are taken when hazards exist. D-3   

27. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-3   

28. Notify the Safety Officer of any accidents. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Develop incident Operation’s organization and structure with State 
OSC input. D-3   

• Geographic Branches 
• Divisions 
• Program Branches (IA, PA, HM) 
• Air Operations Branch 
• Emergency Communications Branch 
• Long Term Community Recovery Branch 

   

30. Determine if organizational structure is appropriate. D-3   

• Incident objectives and immediate supervisor direction 
• Emergency Support Functions (ESF) assigned 
• Coordination needs at the State and Local level 
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31. Ensure organizational structure is ICS compliant. D-3   

• Span of control 
• Unity of Command  
• Proper ICS positions 

   

32. Determine appropriate operational facilities required to meet 
incident needs. D-3   

• Staging Areas (Federal) 
• Field Offices  
• Aviation facilities such as helibases, fixed wing bases as needed 
• Shelters 
• Support facilities such as camps 
• Fueling stations 

   

33. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned. D-3   

• Location and status of assigned resources 
• Resource identifier, if assigned (i.e. Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

34. Check to ensure subordinates are qualified to perform in assigned 
positions. D-3   

• FEMA Qualification System (FQS)  
• Non-FEMA Agency qualified 

   

35. Discuss findings and recommendations with the immediate 
supervisor as necessary. D-3   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs if applicable 

   

36. Make any organizational adjustments necessary. D-3   

37. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

38. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

40. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

41. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

42. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

43. Share current information with co-workers and immediate 
supervisor. I   

44. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

45. Keep Command and General Staff informed. I   

• Current information 
• Significant changes 
• Significant decision and actions 

   

46. Provide the Situation Unit Leader with section information for the 
situation report (SitRep). I   
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Behavior/Activity: Lead the incident action planning process, establishing work assignments and 
performance expectations in support of incident objectives 

Competency: Incident Action Planning (C11); Manager & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Coordinate with Branch Director, DIVS  and assigned ESFs to 
prepare for the Operations Tactics Meeting. D-3   

48. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-3   

49. Ensure task descriptions provide clear, concise direction, and 
performance expectations that support the incident objectives. D-3   

50. Ensure accurate operational information is included on the ICS 
215. D-3   

• Resource kind, type and number using resource identifier (i.e. IA 
Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

51. Ensure safety issues have been addressed and adequately mitigated D-3   

52. Lead the Operations Tactics Meeting to review and finalize the 
ICS 215. D-3   

• Ensure instructions are clear and complete with sufficient detail for 
development of the Assignment List (ICS 204) by the Resource Unit 

• Logistics needs are clearly shown 
• Provide input to update the Incident Map 
• Identify additional resources needed and/or surpluses 

   

53. Verify that additional resources identified on the ICS 215 for the 
section/group at the Tactics Meeting have been ordered. D-3   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Attend scheduled briefings as required. D-3   
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55. Conduct the Operations Briefing for the operational period in 
person and/or remotely (e.g. conference call). D-3   

• Review the Incident Objectives 
• Review the current situation 
• Brief personnel responsible for executing and supporting the IAP 
• Brief Group Supervisors (Branch Directors, Division Supervisors if 

assigned) on their assignments 
• Discuss special safety considerations or situations 
• Brief on changes to the approved Incident Action Plan if necessary 

   

56. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Tactical adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right – what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

57. Brief immediate supervisor and Situation Unit on results of 
debriefings. D-3   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

58. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 
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59. Provide subordinates with how their assignments support the 
overall management of the incident. D-3   

60. Establish work assignments and set priorities. D-3   

61. Take corrective action when problems arise. D-3   

62. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

63. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

64. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance  

   

65. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

66. Ensure all personnel time records are complete, accurate and 
submitted within established timeframes. D-3   

67. Prepare and discuss formal performance evaluations. D-3   

68. Create a work environment that provides mutual respect and equal 
opportunity for Section personnel. D-3   

69. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

70. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

71. Write performance appraisals and discuss the results with direct 
reports. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Ensure assigned tasks and expectations for the operational period 
are reasonable and accurate. D-3   
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73. Hold personnel accountable for execution of assigned tasks. D-3   

74. Delegate specific authority based on the assigned tasks to assigned 
Specialists. D-3   

75. Evaluate effectiveness of operations. D-3   

• Obtain periodic status reports from Branches and Divisions and other 
operations personnel to evaluate effectiveness of operations 

   

76. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

77. Request additional resources or release surplus resources. D-3   

78. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

79. Gather and analyze information to validate subordinate report of 
accomplishments. D-3   

80. Ensure work completed is consistent with direction, policy, and 
incident objectives. D-3   

• Immediate Supervisor direction 
• FEMA policies 

   

81. Keep assigned personnel informed of changes. D-3   

82. Notify Resource Unit Leader of all resource status changes when 
they occur. D-3   

    

Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

83. Ensure local officials are receiving the necessary information and 
support in accordance with the Stafford Act. D-3   

84. Ensure concerns of local officials being heard by FEMA D-3   

85. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-3   

86. Ensure that key State staffs have a clear understanding of current 
eligibility based on declaration and status of request. D-3   

• Direct Federal Assistance (DFA) 
• Federal Operations Support (FOS) 
• Technical Assistance (TA) 
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87. Coordinate with Other Federal Agencies (OFAs) operating under 
their own authority. D-3   

• Potential conflicts 
• Duplication of effort 
• Communications 

   

88. Coordinate with State, Tribal and local emergency management 
agencies regarding FEMA support. D-3   

• Develop the Time Phase Force Deployment List (TPFDL) 
• Specialized resource needs 
• FEMA program Delivery needs 
• Encourage State and local partners to maximize local resources before 

engaging similar Federal resources 

   

89. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

90. Share critical information, tactics and contingency plans with state, 
tribal and local officials. D-3   

91. Take early action to mitigate or resolve coordination issues. D-3   

92. Collaborate with the State in encouraging and supporting local 
incident action planning. D-3   

93. Foster team work and emphasize a unified approach. D-3   

    
Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

95. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

96. Cultivate professional relationships with coworkers and others to 
exchange information and work effectively. I   

97. Represent FEMA in a professional manner when working with 
internal and external parties. I   

98. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Effectively coordinate and manage Stafford Act programs 

Competency: Decision Making & Judgment (C7); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

99. Coordinate with FEMA programs leads to ensure delivery of 
programs is consistent, meets customer needs, and is implemented 
in accordance with Stafford Act requirement and FEMA policy. 

D-3 
  

• Approve disaster specific guidance for programs 
• Identify cross-programmatic issues and facilitate coordinated problem-

solving among program areas 
• Resolve conflicting priorities (e.g., expedited rebuilding vs. long-term 

recovery/mitigation needs) among program areas 

   

100. Oversee Operations Section activities to ensure they are in 
compliance with Stafford Act requirements, related regulations, 
and disaster-specific guidance. 

D-3 
  

• Within delegated authorities, recommended or approve program-area 
requests for funding allocations and obligations 

   

101. Identify problems outside of the scope of Stafford Act authorities 
and work to find alternative resolutions. D-3   

    

Behavior/Activity: Interact with other Command and General Staff personnel to ensure clarity of 
communication and enhance teamwork 

Competency: Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

102. Share current and accurate information. D-3   

103. Keep Command and General Staff members informed of 
significant changes in operations. D-3   

104. Keep Command and General Staff members informed of 
significant decisions or actions that affect them. D-3   

105. Keep Resources Unit Leader apprised of all operational resource 
status changes. D-3   

106. Provide the Situation Unit Leader operational status for the 
Incident Status Summary (ICS 209) and/or FEMA situation report 
(SitRep). 

D-3 
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Behavior/Activity: Assign, manage, and maintain visibility on Emergency Teams 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

107. Ensure Emergency Teams are briefed. D-3   

108. Establish and maintain communications link and maintain status of 
teams. D-3   

109. Provide support to Teams assigned to state/local management 
authority, if needed. D-3   

    

Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

110. Participate in the preparation of incident plans. D-3   

• Advanced Operational Plan 
• Incident Strategic Plan 
• Functional Plans 
• Demobilization Plan 
• Evacuation Plans (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

111. Solicit input from section entities affected during plan 
development stage and provide them an opportunity to review the 
draft document. 

D-3 
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Behavior/Activity: Conduct NEMIS responsibilities in a timely manner 

Competency: Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

112. Review and approve the Requisition and Commitment for Services 
and Supplies (FEMA Form 40-01) in ECAPS in a timely manner, 
as directed. 

D-3 
  

113. As directed by immediate supervisor, approve FEMA, State, Other 
Federal agency, and Contractor employee access right to NEMIS 
using NACS (NEMIS Access Control) when there is a 
demonstrated need to have NEMIS access. 

D-3 
  

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

114. Negotiate time of transfer. I   

115. Provide for adequate overlap to ensure efficient transfer of duties. I   

116. Brief replacement on current situation. I   

117. Ensure appropriate information is up-to-date. I   

118. Ensure an effective transfer of duties is accomplished. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities  

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

119. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

120. Ensure that closeout records are current, accurate, and complete. D-3   

121. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

122. Obtain performance appraisal from supervisor. I   

123. Report to the training unit upon completion of training assignment. I   

124. Make return travel arrangements. I   

125. Prepare final travel voucher. I   

126. Return equipment to APO. I   

127. Submit final timesheet, appraisal form and travel voucher. I   

128. Check out with Automated Deployment Database. I   

129. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Operations Section Chief Type III (OSC3) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Operations Section Chief Type III (OSC3) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Operations Section Chief Type III (OSC3) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Staging Area Equipment Specialist (EQSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment D-3   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment D-3   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor or point of contact (POC) if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet D-3   

6. Bring or obtain agency identification (badge) or other government 
issued identifications D-3   
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7. Obtain additional job-required equipment or supplies D-3   

• Personal Protective Equipment (PPE)    

8. Report to the Training Unit to check in as a trainee. I   

9. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Obtain relevant situational information on your assignment D-3   

11. Obtain initial direction from your immediate supervisor concerning 
your assignment D-3   

12. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Position equipment based on the site plan 

Competency: Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Obtain the site plan from  immediate supervisor. D-3   

14. Inspect, inventory, and off-load equipment upon arrival. D-3   

• Document discrepancies 
• Status reports 
• Dunnage and strapping 

   

15. Position the equipment according to the site plan. D-3   

• Grounding 
• Anchor 
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Behavior/Activity: Understand, use and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Demonstrate appropriate level of knowledge of ICS structure, 
principles, and positions D-3   

17. Use common terminology D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

18. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

19. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

20. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

21. Share current information with co-workers and immediate 
supervisor. D-3   

22. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Provide for the safety, welfare and accountability of coworkers D-3   

24. Recognize potentially hazardous situations D-3   

25. Communicate potentially hazardous situations D-3   

26. Use personal protective equipment (PPE) as issued D-3   

27. Safeguard property and equipment D-3   

28. Provide current information for the call-down roster D-3   

    

Behavior/Activity: Manage and sustain ground support equipment 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Establish and track maintenance for ground support equipment. D-3   

• Equipment logs 
• Equipment requirements 

   

30. Schedule repairs and services as required. D-3   

• Filter change 
• Lubrication 
• Tire change 

   

31. Provide equipment status reports to immediate supervisor and 
others as directed. D-3   

• Readiness 
• Consumption 

   

32. Execute work stoppage when unsafe work conditions are observed. D-3   

• Spills 
• Grounding 
• Leaks 
• Unsafe electrical equipment 
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Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values D-3   

34. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy 

D-3 
  

35. Exhibit appropriate public stewardship of taxpayer dollars D-3   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Confirm time of transfer D-3   

37. Provide for adequate overlap to ensure efficient transfer of duties D-3   

38. Ensure incident status information is up-to-date D-3   

39. Ensure an effective transfer of duties is accomplished D-3   

    

Behavior/Activity: Prepare equipment for retrograde 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure ground support equipped is serviced as required. D-3   

• Oil/filter change 
• Air filter 

   

41. Ensure ground support equipment is correctly uploaded and secure 
for transport D-3   

• Blocking and bracing 
• Chains and scrapping 
• Dunnage 
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Obtain performance appraisal from supervisor D-3   

43. Make return travel arrangements D-3   

44. Prepare final travel voucher D-3   

45. Return all accountable property to appropriate location D-3   

46. Submit final timesheet, appraisal form and travel voucher D-3   

47. Check out with appropriate database system D-3   

48. Report to the Training Unit upon completion of training 
assignment. I   

49. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Staging Area Equipment Specialist (EQSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

 Staging Area Equipment Specialist (EQSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Staging Area Equipment Specialist (EQSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Staging Area Fuel Specialist (FUSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 



21 November 2011, Revised STAGING AREA FUEL SPECIALIST (FUSP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 5 

Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. D-3   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. D-3   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor or point of contact (POC) if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. D-3   

6. Bring or obtain agency identification (badge) or other government 
issued identifications. D-3   



STAGING AREA FUEL SPECIALIST (FUSP) 21 November 2011, Revised 

6 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

7. Obtain additional job-required equipment or supplies. D-3   

• Personal Protective Equipment (PPE)    

8. Report to the Training Unit to check in as a trainee. I   

9. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather situational information 
relevant to your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Obtain relevant situational information on your assignment. D-3   

11. Obtain initial direction from your immediate supervisor concerning 
your assignment. D-3   

12. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Develop fueling plan for review and approval by immediate supervisor 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Obtain the fueling site location from the Ground Support Manager. D-3   

14. Develop fueling schedule based on operational requirements. D-3   

• Hours of operations 
• Number and type of equipment requiring fuel 

   

15. Develop inventory requirements. D-3   

• Consumption rate 
• 24-hour inventory 

   

16. Develop reporting requirements. D-3   

17. Incorporate fueling operations safety requirements and standards. D-3   

• Occupational Safety and Health Administration (OSHA) compliant 
• State law and local ordinances 
• Hazardous materials (HAZMAT) compliant 
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Behavior/Activity: Understand, use and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

18. Demonstrate appropriate level of knowledge of ICS structure, 
principles, and positions. D-3   

19. Use common terminology. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

21. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

22. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

23. Share current information with co-workers and immediate 
supervisor. D-3   

24. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Provide for the safety, welfare and accountability of coworkers. D-3   

26. Recognize potentially hazardous situations. D-3   

27. Communicate potentially hazardous situations. D-3   

28. Use personal protective equipment (PPE) as issued. D-3   

29. Safeguard property and equipment. D-3   

30. Provide current information for the call-down roster. D-3   

    

Behavior/Activity: Manage fueling operations in accordance with the fueling plan 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Monitor and enforce fueling operations safety requirements and 
standards. D-3   

• OSHA compliant 
• State law and local ordinances 
• HAZMAT compliant 

   

32. Respond to requests for fueling as required. D-3   

• Visual signals 
• Verbal communication 
• Written request 
• Contractor oversight 

   

33. Perform accurate record keeping. D-3   

• Fuel logs 
• Receiving reports 
• Daily status reports 
• Spot reports 

   

34. Ensure delivery of goods and services. D-3   

• Fuel logs 
• Receiving reports 
• Daily status reports 
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35. Execute work stoppage when unsafe work conditions are observed. D-3   

• Spills 
• Grounding 
• Open flame 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. D-3   

37. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

D-3 
  

38. Exhibit appropriate public stewardship of taxpayer dollars. D-3   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Confirm time of transfer. D-3   

40. Provide for adequate overlap to ensure efficient transfer of duties. D-3   

41. Ensure incident status information is up-to-date. D-3   

42. Ensure an effective transfer of duties is accomplished. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Obtain performance appraisal from supervisor. D-3   

44. Make return travel arrangements. D-3   

45. Prepare final travel voucher. D-3   

46. Return all accountable property to appropriate location. D-3   

47. Submit final timesheet, appraisal form and travel voucher. D-3   

48. Check out with appropriate database system. D-3   

49. Report to the Training Unit upon completion of training 
assignment. I   

50. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Staging Area Fuel Specialist (FUSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Staging Area Fuel Specialist (FUSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Staging Area Fuel Specialist (FUSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Staging Area Ground Support Manager (GDMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. D-3   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. D-3   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. D-3   
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6. Obtain additional job-required equipment or supplies. D-3   

• PPE Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

7. Report to the Training Unit to check in as a trainee. I   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain relevant situational information on your assignment. D-3   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Resources currently assigned 
• Resources en-route and/or ordered 
• Incident facilities, types and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. D-3   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current State and local 

priorities 

   

11. Identify topics and issues of potential relevance to your 
assignment. D-3   
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Behavior/Activity: Establish the layout of the Staging Area in conjunction with immediate supervisor 

Competency: Manage Development of Plans (C17); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Develop the parking plan with input from the Ground Support 
Specialist. D-3   

• Parking 
• Resource segregation 
• Location of support services 

   

13. Develop the traffic plan with input from the Ground Support 
Specialist and submit to immediate supervisor for approval. D-3   

• Ingress and egress 
• Traffic flow 
• Signage 
• Pedestrian lanes 
• Lighting 

   

14. Identify location of ground support equipment with input from the 
Equipment Specialist. D-3   

• Light towers 
• Generators 
• Forklifts 
• Equipment cache 

   

15. Assist immediate supervisor in the development of the site safety 
plan. D-3   

• Site hazards 
• Mitigation strategies 
• Safety protocols 

   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Determine if organizational structure is appropriate based on: D-3   

• Incident objectives and immediate supervisor direction 
• Emergency Support Functions (ESF) assigned 
• Coordination needs at the State and Local level 
• Span of control 
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17. Review the Incident Action Plan (IAP) or other relevant plans to 
identify resources assigned by type and quantity. D-3   

• Location and status of assigned resources 
• Resource identifier, if assigned (i.e. Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 

   

18. Ensure that personnel are qualified to perform in assigned 
positions. D-3   

19. Make any organizational adjustments if necessary. D-3   

20. Notify affected assigned resources of any changes. D-3   

21. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    
Behavior/Activity: Understand, use and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

22. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS Forms. D-3   

23. Maintain appropriate span of control. D-3   

24. Use common terminology. D-3   

25. Maintain unity of command. D-3   

    
Behavior/Activity: Ensure all relevant information is exchanged during briefings and de-briefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Attend scheduled briefings as required. D-3   

27. Brief assigned subordinates on details of the IAP following the 
Operations briefing. D-3   

• Ensure that all direct subordinates receive a briefing 
• Remind direct subordinates that all supervisory personnel need to be 

briefed 
• Ensure assignments are clear and provide additional information 

needed 
• Discuss special safety considerations or situations 
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28. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Tactical adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right – what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

29. Brief immediate supervisor and Situation Unit on results of 
debriefings. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

31. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

32. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

33. Share current information with co-workers and immediate 
supervisor. D-3   
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34. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Hold personnel accountable for execution of assigned tasks. D-3   

36. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

37. Request additional resources or release surplus resources. D-3   

38. Keep immediate supervisor and assigned personnel informed of 
changes. D-3   

39. Notify immediate supervisor of all resource status changes when 
they occur. D-3   

40. Address logistical problems reported by subordinates. D-3   

41. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

44. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

45. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

46. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Provide for the safety, welfare and accountability of coworkers. D-3   

48. Recognize potentially hazardous situations. D-3   

49. Communicate potentially hazardous situations. D-3   

50. Use personal protective equipment (PPE). D-3   

51. Safeguard property and equipment. D-3   

52. Provide current information for the call-down roster. D-3   

53. Verify special precautions are taken when hazards exist. D-3   

54. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

55. Maintain the integrity of the call down roster. D-3   

    

Behavior/Activity: Coordinate with Supply to order parts and services for ground support equipment 

Competency: Communication-Verbal (C4); Communication-Written (C5);  Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Assess the site for support service requirements. D-3   

• Fuel 
• Maintenance 
• On-site transport services 
• Driver needs 
• On-site personnel 

   

57. Request parts and services from Supply using exact specifications. D-3   

• Requisition for Supplies, Equipment, Services, Personnel, and/or 
Teams (FEMA Form 143-0-1) 

• Follow up 
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Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

58. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. D-3   

59. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

D-3 
  

60. Exhibit appropriate public stewardship of taxpayer dollars. D-3   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

61. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

62. Establish work assignments and set priorities. D-3   

63. Take corrective action when problems arise. D-3   

64. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Call down contact list 
• Staggering of work hours 

   

65. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   
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66. Continuously evaluate performance and provide feedback. D-3   

67. Communicate performance deficiencies immediately and take 
corrective action. D-3   

68. Ensure that personnel receive needed training, mentoring and 
coaching: D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel so they can develop and maintain skills 
• Provide subordinates with opportunities for development 

   

69. Recognize effective individual and team performance. D-3   

70. Ensure all personnel time records are complete, accurate and 
submitted within established timeframes. D-3   

71. Prepare and discuss formal performance evaluations. D-3   

72. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

73. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

74. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

75. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

    

Behavior/Activity: Supervise the Fueling Specialist and fueling operations 

Competency: Leadership (C16); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Validate the fuel plan developed by the Fuel Specialist. D-3   

• Safety 
• Ordering 
• Inventory 
• Scheduling 
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77. Ensure that the Fuel Specialist manages fueling operations 
according to the plan. D-3   

• Spot-checks 
• Frequent interaction 
• Customer feedback/satisfaction 

   

    

Behavior/Activity: Supervise the Equipment Specialist and the maintenance of ground support equipment 

Competency: Leadership (C16); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

78. Review the maintenance schedule of ground support equipment 
developed by the Equipment Specialist. D-3   

• Filter change 
• Lubrication 
• Tire change 

   

79. Review equipment status reports provided by the Equipment 
Specialist. D-3   

• Equipment fully mission capable (FMC) 
• Accuracy 
• Completeness 

   

80. Direct the Equipment Specialist to perform repairs as required. D-3   

    

Behavior/Activity: Supervise the Ground Support Specialist 

Competency: Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Ensure that the Ground Support Specialists update the driver 
information board. D-3   

82. Ensure that the Ground Support Specialists maintain all traffic 
control devices. D-3   

• Signage 
• Barriers 
• Road cones 
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83. Ensure that the Ground Support Specialists are directing truck 
traffic appropriately. D-3   

• Safety 
• Resource segregation 
• Refrigerated trailer separation 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Determine time of transfer. D-3   

85. Provide for adequate overlap to ensure efficient transfer of duties. D-3   

86. Ensure incident status information is up-to-date. D-3   

87. Ensure an effective transfer of duties is accomplished. D-3   

88. Brief replacement on current situation. I   

89. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

90. Coordinate with Supply for turn-in of all contracted equipment. D-3   

91. Supervise servicing of equipment cache prior to upload. D-3   

92. Supervise the preparation of equipment cache for upload and 
transport. D-3   

93. Submit items for the Remedial Action Management Program 
(RAMP). D-3   

94. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

95. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

96. Obtain performance appraisal from supervisor. D-3   

97. Make return travel arrangements. D-3   

98. Prepare final travel voucher. D-3   

99. Return all accountable property to appropriate location. D-3   

100. Submit final timesheet, appraisal form and travel voucher. D-3   

101. Check out with appropriate database system. D-3   

102. Report to the Training Unit upon completion of training 
assignment. I   

103. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Staging Area Ground Support Manager (GDMG) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Staging Area Ground Support Manager (GDMG) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Staging Area Ground Support Manager (GDMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Staging Area Ground Support Specialist (GDSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. D-3   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. D-3   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor or point of contact (POC) if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. D-3   

6. Bring or obtain agency identification (badge) or other government 
issued identifications. D-3   
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7. Obtain additional job-required equipment or supplies. D-3   

• Personal Protective Equipment (PPE)    

8. Report to the Training Unit to check in as a trainee. I   

9. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather  information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Obtain relevant situational information on your assignment. D-3   

11. Obtain initial direction from your immediate supervisor concerning 
your assignment. D-3   

12. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Demonstrate appropriate level of knowledge of ICS structure, 
principles, and positions. D-3   

14. Use common terminology. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

16. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

17. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

18. Share current information with co-workers and immediate 
supervisor. D-3   

19. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Provide for the safety, welfare and accountability of coworkers. D-3   

21. Recognize potentially hazardous situations. D-3   

22. Communicate potentially hazardous situations. D-3   
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23. Use personal protective equipment (PPE) as issued. D-3   

24. Safeguard property and equipment. D-3   

25. Provide current information for the call-down roster. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. D-3   

27. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

D-3 
  

28. Exhibit appropriate public stewardship of taxpayer dollars. D-3   

    

Behavior/Activity: Assist in the implementation of the parking plan 

Competency: Leadership (C16); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Obtain the parking plan from the Ground Support Manager. D-3   

30. Lay out parking areas according to the parking plan. D-3   

31. Set up parking control devices according to the parking plan. D-3   

• Barriers 
• Road cones 
• Signage 

   

    

Behavior/Activity: Assist in the implementation of the traffic plan 

Competency: Leadership (C16); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Obtain the traffic plan from the Ground Support Manager. D-3   
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33. Establish a traffic flow pattern according to the traffic plan. D-3   

34. Establish pedestrian lanes according to the traffic plan. D-3   

35. Set up traffic control devices according to the traffic plan. D-3   

• Barriers 
• Road cones 
• Signage 

   

    

Behavior/Activity: Maintain the driver information board as directed 

Competency: Attention to Detail (C3) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Obtain information for the driver information board from 
supervisor. D-3   

37. Post information on the driver information board as directed. D-3   

38. Update the driver information board as directed. D-3   

    

Behavior/Activity: Direct truck traffic in the Staging Area 

Competency: Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Direct inbound traffic to appropriate parking area. D-3   

• Ensure appropriate separation between trailers based on commodity    

40. Direct outbound traffic to checkout. D-3   

41. Leave room for fueling when parking the refrigerator trailer. D-3   

42. Execute work stoppage when unsafe work conditions are observed. D-3   

• Pedestrians in lanes of traffic 
• Misuse of material handling equipment (MHE) 
• See and be seen 
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Confirm time of transfer. D-3   

44. Provide for adequate overlap to ensure efficient transfer of duties. D-3   

45. Ensure incident status information is up-to-date. D-3   

46. Ensure an effective transfer of duties is accomplished. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Obtain performance appraisal from supervisor. D-3   

48. Make return travel arrangements. D-3   

49. Prepare final travel voucher. D-3   

50. Return all accountable property to appropriate location. D-3   

51. Submit final timesheet, appraisal form and travel voucher. D-3   

52. Check out with appropriate database system. D-3   

53. Report to the Training Unit upon completion of training 
assignment. I   

54. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Staging Area Ground Support Specialist (GDSP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Staging Area Ground Support Specialist (GDSP) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Staging Area Ground Support Specialist (GDSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Staging Area Branch Director (STBD) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for functioning during the 
first 72 hours in a personal easily transferable go-kit prior to 
assignment. 

D-2 
  

• References appropriate for the incident type and agency involved 
• FEMA Incident Management Handbook (IMH) 
• Position job aids 
• FAAT 
• Stafford Act 
• Appropriate ICS Forms 
• Appropriate Office supplies 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to “Common Responsibilities” (Chapter 2, 
IMH). I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. D-2   
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6. Obtain agency identification (badge) or other government issued 
identifications. D-2   

7. Obtain additional job-required equipment or supplies. D-2   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Report to the Training Unit to check in as a trainee. I   

9. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Obtain relevant situational information on your assignment. D-2   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Resources currently assigned 
• Resources en-route and/or ordered 
• Incident facilities, types and location 

   

11. Obtain initial direction from your immediate supervisor concerning 
your assignment. D-2   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current State and local 

priorities 

   

12. Identify topics and issues of potential relevance to your 
assignment. D-2   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Determine if organizational structure is appropriate based on: D-2   

• Incident objectives and immediate supervisor direction 
• Emergency Support Functions (ESF) assigned 
• Coordination needs at the State and Local level 
• Span of control 

   

14. Gather and organize multiple resources for the assignment. D-2   

15. Review the Incident Action Plan (IAP) or other relevant plans to 
identify resources assigned by type and quantity. D-2   

• Location and status of assigned resources 
• Resource identifier, if assigned (i.e. Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 

   

16. Ensure that personnel are qualified to perform in assigned 
positions. D-2   

17. Discuss findings and recommendations with the immediate 
supervisor as necessary. D-2   

• Organizational structure 
• Shortages or surpluses of resources 
• Changes in tactics 
• Issues and concerns 
• Facilities needs if applicable 

   

18. Make any organizational adjustments if necessary. D-2   

19. Notify affected assigned resources of any changes. D-2   

20. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-2   

21. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Unity of command 
• Proper ICS positions 
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22. Discuss findings and recommendations with immediate supervisor 
as necessary. D-3   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs, if applicable 

   

    

Behavior/Activity: Understand, use and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS Forms. D-2   

24. Maintain appropriate span of control. D-2   

25. Use common terminology. D-2   

26. Maintain unity of command. D-2   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and de-briefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Attend scheduled briefings as required. D-2   

28. Brief assigned subordinates on details of the IAP following the 
Operations briefing. D-2   

• Ensure that all direct subordinates receive a briefing 
• Remind direct subordinates that all supervisory personnel need to be 

briefed 
• Ensure assignments are clear and provide additional information 

needed 
• Discuss special safety considerations or situations 
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29. Debrief your immediate staff at the end of the operational period to 
gather information. D-2   

• Current situation 
• Assessment of work progress 
• Tactical adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right – what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

30. Brief immediate supervisor and Situation Unit on results of 
debriefings. D-2   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

34. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 
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35. Share current information with co-workers and immediate 
supervisor. I   

36. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

37. Keep Command and General Staff informed. D-3   

• Current information 
• Significant changes 
• Significant decision and actions 

   

38. Provide the Situation Unit Leader with branch information for the 
situation report (Sitrep). D-3   

    

Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Participate in the preparation of plans. D-2   

• Advanced Operational Plan 
• Incident Strategic Plan 
• Functional Plans 
• Demobilization Plan 
• Evacuation Plans (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

40. Solicit input from branch entities affected during plan development 
stage and provide them an opportunity to review the draft 
document. 

D-2 
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Behavior/Activity: Identify and resolve delivery problems between staging areas and points of distribution 
(PODs) 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Communicate with state points of contact (POCs) regarding 
shortfalls and surpluses of resources at PODs. D-2   

42. Validate in-transit visibility reports using all available methods. D-2   

• LSCMS 
• Gate logs 
• Taskers 

   

    

Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Ensure that 48 hours of projected resource requirements are rapidly 
prepositioned and maintained in all Staging Areas. D-2   

44. Develop strategies to address resource shortfalls or surpluses with 
Operation Section Chief as needed. D-2   

45. Coordinate with the OSC, Branch Director, DIVS (if assigned) and 
assigned ESFs to prepare for the Operations Tactics Meeting. D-2   

46. Obtain direction from the immediate supervisor for the next 
operational period. D-2   

47. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-2   

48. Write task descriptions providing clear, concise direction, and 
performance expectations that support the incident objectives. D-2   

49. Ensure accurate operational information is included on the ICS 
215. D-2   

• Resource kind, type and number using resource identifier (i.e. IA 
Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 
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50. Ensure safety issues have been addressed and adequately 
mitigated. D-2   

51. Participate in the Operations Tactics Meeting to review and 
finalize ICS 215. D-2   

• Ensure instructions are clear and complete with sufficient detail for 
development of Assignment List (ICS 204) by the Resource Unit 

• Provide input to update the Incident Map 
• Identify additional resources needed and/or surpluses 

   

52. Verify that additional resources identified on the ICS 215 for the 
Branch/Group at the Tactics Meeting have been ordered. D-2   

53. Attend the Command and General Staff planning meeting. D-3   

• Review the IAP 
• Recommend corrections/adjustments to the IAP 

   

    
Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Delegate specific authority based on the assigned tasks to 
appropriate assigned personnel. D-2   

55. Hold personnel accountable for execution of assigned tasks. D-2   

56. Obtain periodic status reports from subordinates and other 
personnel on progress to evaluate effectiveness of operations. D-2   

57. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-2   

58. Request additional resources or release surplus resources. D-2   

59. Keep immediate supervisor and assigned personnel informed of 
changes. D-2   

60. Coordinate with assigned Division Supervisors when working or 
assigning resources in their division. D-2   

61. Use appropriate forms to request services and supplies. D-2   

62. Notify immediate supervisor and Resource Unit Leader of all 
resource status changes when they occur. D-2   

63. Address logistical problems reported by subordinates. D-2   
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64. Ensure that the work completed is consistent with direction, policy, 
and incident objectives. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

 

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Provide for the safety, welfare and accountability of coworkers. D-2   

66. Recognize potentially hazardous situations. D-2   

67. Communicate potentially hazardous situations. D-2   

68. Use personal protective equipment (PPE) as issued. D-2   

69. Safeguard property and equipment. D-2   

70. Provide current information for the call-down roster. D-2   

71. Verify special precautions are taken when hazards exist. D-2   

72. Develop and communicate emergency procedures consistent with 
the safety security plans. D-2   

73. Maintain the integrity of the call down roster. D-2   

74. Notify the Safety Officer of any accidents. D-2   

    

Behavior/Activity: Coordinate with State, Tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Ensure local officials are receiving the necessary information and 
support in accordance with the Stafford Act. D-2   

76. Ensure concerns of local officials being heard by FEMA. D-2   

77. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-2   
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78. Coordinate with Other Federal Agencies (OFAs) operating under 
their own authority regarding: D-2   

• Potential conflicts 
• Duplication of effort 
• Communications 

   

79. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-2   

80. Share critical information, tactics and contingency plans with state, 
tribal and local officials. D-2   

81. Take early action to mitigate or resolve coordination issues. D-2   

82. Collaborate with the State in encouraging and supporting local 
incident action planning. D-2   

83. Foster team work and emphasize a unified approach. D-2   

    

Behavior/Activity: Liaison with internal and external partners 

Competency: Communication-Verbal (C4); Communication-Written (C5) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Coordinate movement of resources with NRCC/MCC/LRC. D-2   

85. Facilitate transition of operational control with RRCC. D-2   

86. Collaborate with state POCs. D-2   

87. Coordinate with ESFs. D-2   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. D-2   

89. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

D-2 
  

90. Cultivate professional relationships with coworkers and others to 
exchange information and work effectively. D-2   
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91. Represent FEMA in a professional manner when working with 
internal and external parties. D-2   

92. Exhibit appropriate public stewardship of taxpayer dollars. D-2   

 

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

93. Exhibit principles of duty, integrity, and respect. D-2   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

94. Establish work assignments and set priorities. D-2   

95. Take corrective action when problems arise. D-2   

96. Establish and communicate basic work guidelines. D-2   

• Work hours 
• Rotation schedule 
• Call down contact list 
• Staggering of work hours 

   

97. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-2   

98. Continuously evaluate performance. D-2   
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99. Ensure that personnel receive needed training, mentoring and 
coaching: D-2   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel so they can develop and maintain skills 
• Provide subordinates with opportunities for development 

   

100. Recognize effective individual and team performance. D-2   

101. Ensure all personnel time records are complete, accurate and 
submitted within established timeframes. D-2   

102. Prepare and discuss formal performance evaluations. D-2   

103. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-2   

104. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-2   

105. Monitor employee performance to assess the need for possible rest 
or rotation. D-2   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

106. Determine time of transfer. D-2   

107. Provide for adequate overlap to ensure efficient transfer of duties. D-2   

108. Ensure incident status information is up-to-date. D-2   

109. Ensure an effective transfer is accomplished at all levels of the 
branch. D-2   

110. Brief replacement on current situation. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

111. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-2   

112. Ensure that staff is provided with performance appraisals and 
return accountable property prior to release. D-2   

113. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

 

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

114. Obtain performance appraisal from supervisor. D-2   

115. Make return travel arrangements. D-2   

116. Prepare final travel voucher. D-2   

117. Return equipment to APO. D-2   

118. Submit final timesheet, appraisal form and travel voucher. D-2   

119. Check out with ADD. D-2   

120. Report to the Training Unit upon completion of training 
assignment. I   

121. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Staging Area Branch Director (STBD) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Staging Area Branch Director (STBD) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Staging Area Branch Director (STBD) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Staging Area Group Supervisor (STGS) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. D-3   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. D-3   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

5. Participate in the pre-deployment conference call. D-3   

• Identify personnel 
• Identify location 
• Commodities in the pipeline 
• Site POC information 
• Staging Area cache 

   

6. Direct movement of team and cache. D-3   

• Kit delivery team 
• Advance party 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

7. Check-in at designated Incident check- in location and complete 
check-in packet. D-3   

8. Obtain agency identification (badge) or other government issued 
identifications. D-3   

9. Obtain additional job-required equipment or supplies. D-3   

• PPE Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

10. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather  information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Obtain relevant situational information on your assignment. D-3   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Resources currently assigned 
• Resources en-route and/or ordered 
• Incident facilities, types and location 

   

12. Obtain initial direction from your immediate supervisor concerning 
your assignment. D-3   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current State and local 

priorities 

   

13. Identify topics and issues of potential relevance to your 
assignment. D-3   
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Behavior/Activity: Establish Staging Area 

Competency: Knowledge of Program and Technical Protocols (C15); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Coordinate with the landlord. D-3   

• Expectations 
• Restrictions 
• Responsibilities for repairs 
• Geographic boundaries 

   

15. Develop site layout. D-3   

• Check-in/Check–out points 
• Traffic flow 
• Parking areas by commodity 
• Driver information center 

   

16. Provide support services. D-3   

• Port-a-potties 
• Wash stations 
• Dumpsters 
• Fuel 
• Medical 

   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

17. Determine if organizational structure is appropriate based on: D-3   

• Incident objectives and immediate supervisor direction 
• Emergency Support Functions (ESF) assigned 
• Coordination needs at the State and Local level 
• Span of control 

   

18. Develop operational plan. D-3   

• Security 
• Safety 
• Communication 
• Traffic rules 
• Hours of operation 

   



STAGING AREA GROUP SUPERVISOR (STGS) 21 November 2011, Revised 

8 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

19. Ensure that personnel are qualified to perform in assigned 
positions. D-3   

20. Discuss findings and recommendations with the immediate 
supervisor as necessary. D-3   

• Organizational structure 
• Shortages or surpluses of resources 
• Changes in tactics 
• Issues and concerns 
• Facilities needs if applicable 

   

21. Make any organizational adjustments if necessary. D-3   

22. Notify affected assigned resources of any changes. D-3   

23. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

24. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

25. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

    

Behavior/Activity: Understand, use and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS Forms. D-3   

27. Maintain appropriate span of control. D-3   

28. Use common terminology. D-3   

29. Maintain unity of command. D-3   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and de-briefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Attend scheduled briefings as required. D-3   
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31. Conduct driver’s meeting. D-3   

• Life support 
• Fuel 
• Status of disaster 

   

32. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Tactical adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right – what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

33. Brief immediate supervisor and Situation Unit on results of 
debriefings. D-3   

34. Conduct the Operations briefing for group personnel in person 
and/or remotely (e.g., conference call) and check for 
understanding. 

D-3 
  

• Discuss special safety considerations or hazards situations 
• Incident facilities, types, and location 
• Review the incident objectives 
• Review the current situation 
• Brief the Task Force Leaders, Crew Leaders, assigned managers, and 

group supervisors on their assignments 
• Discuss special safety considerations or situations 
• Brief on changes to the approved IAP if necessary 

   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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36. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

37. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

38. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

39. Share current information with co-workers and immediate 
supervisor. D-3   

40. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Coordinate with the OSC, immediate supervisor, DIVS (if 
assigned) and assigned ESFs to prepare for the Operations Tactics 
Meeting. 

D-3 
  

42. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-3   

43. Write task descriptions providing clear, concise direction, and 
performance expectations that support the incident objectives. D-3   
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44. Ensure accurate operational information is included on the ICS 
215. D-3   

• Resource kind, type and number using resource identifier (i.e. IA 
Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

45. Attend the Operations Tactics meeting if requested. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Delegate specific authority based on the assigned tasks to 
appropriate assigned personnel. D-3   

47. Hold personnel accountable for execution of assigned tasks. D-3   

48. Obtain periodic status reports from subordinates and other 
personnel on progress to evaluate effectiveness of operations. D-3   

49. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

50. Request additional resources or release surplus resources. D-3   

51. Keep immediate supervisor and assigned personnel informed of 
changes. D-3   

52. Coordinate with assigned Division Supervisors when working or 
assigning resources in their division. D-3   

53. Notify immediate supervisor and Resource Unit Leader of all 
resource status changes when they occur. D-3   

54. Address logistical problems reported by subordinates. D-3   

55. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

56. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

57. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 
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58. Make recommendations for next operational period to immediate 
supervisor. D-3   

59. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

60. Foster teamwork and emphasize a unified approach. D-3   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

61. Provide for the safety, welfare and accountability of coworkers. D-3   

62. Recognize potentially hazardous situations. D-3   

63. Communicate potentially hazardous situations. D-3   

64. Use personal protective equipment (PPE) as issued. D-3   

65. Safeguard property and equipment. D-3   

66. Provide current information for the call-down roster. D-3   

67. Verify special precautions are taken when hazards exist. D-3   

68. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

69. Maintain the integrity of the call down roster. D-3   

70. Notify the Safety Officer of any accidents. D-3   
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Behavior/Activity: Coordinate with State, Tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Ensure local officials are receiving the necessary information and 
support in accordance with the Stafford Act. D-3   

72. Ensure concerns of local officials being heard by FEMA. D-3   

73. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-3   

74. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

75. Share critical information, tactics and contingency plans with state, 
tribal and local officials. D-3   

76. Take early action to mitigate or resolve coordination issues. D-3   

77. Collaborate with the State in encouraging and supporting local 
incident action planning. D-3   

78. Foster team work and emphasize a unified approach. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. D-3   

80. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

D-3 
  

81. Exhibit appropriate public stewardship of taxpayer dollars. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

83. Provide vision for Group members to accomplish their mission. D-3   

• Put your Group assignments in the context of the bigger picture    

84. Establish work assignments and set priorities. D-3   

85. Take corrective action when problems arise. D-3   

86. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Call down contact list 
• Staggering of work hours 

   

87. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

88. Continuously evaluate performance. D-3   

89. Communicate performance deficiencies immediately and take 
corrective action. D-3   

90. Ensure that personnel receive needed training, mentoring and 
coaching: D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel so they can develop and maintain skills 
• Provide subordinates with opportunities for development 
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91. Recognize effective individual and team performance. D-3   

92. Ensure all personnel time records are complete, accurate and 
submitted within established timeframes. D-3   

93. Prepare and discuss formal performance evaluations. D-3   

94. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

95. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

96. Determine time of transfer. D-3   

97. Provide for adequate overlap to ensure efficient transfer of duties. D-3   

98. Ensure incident status information is up-to-date. D-3   

99. Ensure an effective transfer of duties is accomplished. D-3   

100. Brief replacement on current situation. I   

101. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

102. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

103. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

104. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

105. Obtain performance appraisal from supervisor. D-3   

106. Make return travel arrangements. D-3   

107. Prepare final travel voucher. D-3   

108. Return equipment to APO. D-3   

109. Submit final timesheet, appraisal form and travel voucher. D-3   

110. Check out with ADD. D-3   

111. Report to the Training Unit upon completion of training 
assignment. I   

112. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Staging Area Group Supervisor (STGS) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Staging Area Group Supervisor (STGS) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Staging Area Group Supervisor (STGS) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Staging Area Supply Manager (SUMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. D-3   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. D-3   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, and “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. D-3   
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6. Obtain additional job-required equipment or supplies. D-3   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

7. Report to the Training Unit to check in as a trainee. I   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather  information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain relevant situational information on your assignment. D-3   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Resources currently assigned 
• Resources en-route and/or ordered 
• Incident facilities, types and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. D-3   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current State and local 

priorities 

   

11. Identify topics and issues of potential relevance to your 
assignment. D-3   
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Behavior/Activity: Develop a list of resources that will be needed for subsequent operational periods 

Competency: Planning & Organizing (C20); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Anticipate future needs for consumable goods. D-3   

• Office supplies 
• Printer cartridges 
• Copy paper 

   

13. Maintain operational inventory of consumable supplies. D-3   

• Local purchase 
• Resupply 

   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Determine if organizational structure is appropriate based on: D-3   

• Incident objectives and immediate supervisor direction 
• Emergency Support Functions (ESF) assigned 
• Coordination needs at the State and Local level 
• Span of control 

   

15. Review the Incident Action Plan (IAP) or other relevant plans to 
identify resources assigned by type and quantity. D-3   

• Location and status of assigned resources 
• Resource identifier, if assigned (i.e. Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 

   

16. Ensure that personnel are qualified to perform in assigned 
positions. D-3   

17. Make any organizational adjustments if necessary. D-3   

18. Notify affected assigned resources of any changes. D-3   

19. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   
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Behavior/Activity: Facilitate and supervise the function of the Accountable Property Specialist 

Competency: Knowledge of Program and Technical Protocols (C15); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Establish automated inventory management system access. D-3   

• Connectivity 
• LIMS site code 

   

21. Ensure that the Accountable Property Specialist(s) maintains 
inventory according to agency regulations. D-3   

• Hand receipts 
• Property Transfer Reports (PTRs) 
• Government Property Lost or Damaged (GPLD) 

   

    

Behavior/Activity: Understand, use and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

22. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS Forms. D-3   

23. Maintain appropriate span of control. D-3   

24. Use common terminology. D-3   

25. Maintain unity of command. D-3   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and de-briefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Attend scheduled briefings as required. D-3   

27. Brief assigned subordinates on details of the IAP following the 
Operations briefing. D-3   

• Ensure that all direct subordinates receive a briefing 
• Remind subordinates that all supervisory personnel need to be briefed 
• Ensure assignments are clear and provide additional information 
• Discuss special safety considerations or situations 
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28. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Tactical adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right – what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

29. Brief immediate supervisor and Situation Unit on results of 
debriefings. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

31. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

32. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

33. Share current information with co-workers and immediate 
supervisor. D-3   
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34. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Hold personnel accountable for execution of assigned tasks. D-3   

36. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

37. Request additional resources or release surplus resources. D-3   

38. Keep immediate supervisor and assigned personnel informed of 
changes. D-3   

39. Notify immediate supervisor of all resource status changes when 
they occur. D-3   

40. Address logistical problems reported by subordinates. D-3   

41. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

44. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

45. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

46. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Provide for the safety, welfare and accountability of coworkers. D-3   

48. Recognize potentially hazardous situations. D-3   

49. Communicate potentially hazardous situations. D-3   

50. Use personal protective equipment (PPE). D-3   

51. Safeguard property and equipment. D-3   

52. Provide current information for the call-down roster. D-3   

53. Verify special precautions are taken when hazards exist. D-3   

54. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

55. Maintain the integrity of the call down roster. D-3   

    

Behavior/Activity: Supervise the Purchasing Specialist 

Competency: Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Ensure that proper purchasing procedures are followed. D-3   

• Accurate forms 
• Purchasing log 
• Receiving reports 

   

57. Review requisition forms for accuracy and completeness. D-3   

• Requisition for Supplies, Equipment, Services, Personnel, and/or 
Teams (FEMA Form 143-0-1) 

• Exact specifications 
• Source of supply 

   

58. Initiate or ensure that funding is available for the Purchasing 
Specialists. D-3   

• Adequate funding 
• Appropriate Budget Object Code (BOC) 
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Behavior/Activity: Manage the supply closeout process during demobilization 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

59. Ensure the recovery of accountable property from personnel. D-3   

• Computers 
• Cell phones 
• Equipment cache 

   

60. Ensure that contracts for services and equipment are closed out. D-3   

• Vendor coordination 
• Contracting Officer’s Technical Representative (COTR) coordination 

   

61. Ensure that the equipment cache (ISB kit) is properly restocked. D-3   

• Consumables 
• Accountable property 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors  

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. D-3   

63. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

D-3 
  

64. Exhibit appropriate public stewardship of taxpayer dollars. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

66. Establish work assignments and set priorities. D-3   

67. Take corrective action when problems arise. D-3   

68. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Call down contact list 
• Staggering of work hours 

   

69. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

70. Continuously evaluate performance and provide feedback. D-3   

71. Communicate performance deficiencies immediately and take 
corrective action. D-3   

72. Ensure that personnel receive needed training, mentoring and 
coaching: D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel so they can develop and maintain skills 
• Provide subordinates with opportunities for development 

   

73. Recognize effective individual and team performance. D-3   

74. Ensure all personnel time records are complete, accurate and 
submitted within established timeframes. D-3   
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75. Prepare and discuss formal performance evaluations. D-3   

76. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

77. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

78. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

79. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

80. Determine time of transfer. D-3   

81. Provide for adequate overlap to ensure efficient transfer of duties. D-3   

82. Ensure incident status information is up-to-date. D-3   

83. Ensure an effective transfer of duties is accomplished. D-3   

84. Brief replacement on current situation. I   

85. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

86. Coordinate with Supply for turn-in of all contracted equipment. D-3   

87. Supervise servicing of equipment cache prior to upload. D-3   

88. Supervise the preparation of equipment cache for upload and 
transport. D-3   

89. Submit items for the Remedial Action Management Program 
(RAMP). D-3   
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90. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

91. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Obtain performance appraisal from supervisor. D-3   

93. Make return travel arrangements. D-3   

94. Prepare final travel voucher. D-3   

95. Return all accountable property to appropriate location. D-3   

96. Submit final timesheet, appraisal form and travel voucher. D-3   

97. Check out with appropriate database system. D-3   

98. Report to the Training Unit upon completion of training 
assignment. I   

99. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Staging Area Supply Manager (SUMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 



21 November 2011, Revised STAGING AREA SUPPLY MANAGER (SUMG) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 19 

Evaluation Record 

 
TRAINEE NAME 

Staging Area Supply Manager (SUMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Staging Area Supply Manager (SUMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 
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Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 
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FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 1 

FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8)  

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Travel arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain relevant situational information on your assignment. I   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

  



21 November 2011 PA ADMINISTRATION SPECIALIST (AMSP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 7 

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Provide for the safety, welfare, and accountability of co-workers. D-3   

15. Recognize potentially-hazardous situations. D-3   

16. Communicate potentially-hazardous situations. D-3   

17. Use personal protective equipment (PPE) as issued. D-3   

18. Safeguard property and equipment. D-3   

19. Provide current information for the call-down roster. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

21. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

22. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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24. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

25. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

26. Share current information with co-workers and immediate 
supervisor. D-3   

27. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Provide administrative support to Public Assistance (PA) staff 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Document phone messages. D-3   

29. Review correspondence for consistency and compliance. D-3   

• National 
• Regional 

   

30. Maintain correspondence tracking log. D-3   

31. Develop correspondence distribution plan. D-3   

32. Provide clerical support to Public Assistance Branch. D-3   

33. Document and distribute meeting minutes. D-3   

34. Manage visitor/personnel flow. D-3   

35. Prepare reports using Emergency Management Mission Integrated 
Environment (EMMIE)/Data Warehouse. D-3   
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36. Coordinate with the PA Resource Specialist in maintaining records 
and files. D-3   

37. Coordinate with the PA Data Processing Specialist on the office 
filing system. D-3   

38. Support data processing as directed. D-3    

• Enter project worksheets in EMMIE 
• Scan documentation into EMMIE 
• Project worksheet (PW) tracking report 

   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Obtain the time of transition from immediate supervisor. I   

40. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

41. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Obtain performance appraisal from supervisor. I   

43. Report to the Training Unit upon completion of training 
assignment. I   

44. Make return travel arrangements. I   

45. Prepare the final travel voucher. I   

46. Return accountable property to the Accountable Property Office 
(APO). I   

47. Submit final timesheet, appraisal form, and travel voucher. I   

48. Check out with the Automated Deployment Database (ADD). I   

49. Check out with the IT Service Manager in the Communication 
Unit. I   

 



21 November 2011 PA ADMINISTRATION SPECIALIST (AMSP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 11 

• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

PA Administration Specialist (AMSP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

PA Administration Specialist (AMSP) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

PA Administration Specialist (AMSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

PA Administration Task Force Leader (AMTL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate Forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. E   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, welfare, and accountability of co-workers. D-3   

17. Recognize potentially-hazardous situations. D-3   

18. Communicate potentially-hazardous situations. D-3   

19. Use personal protective equipment (PPE) as issued. D-3   

20. Safeguard property and equipment. D-3   

21. Provide current information for the call-down roster. D-3   

22. Verify that special precautions are taken when hazards exist. D-3   

23. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

24. Maintain the integrity of the call-down roster. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

26. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 
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27. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

28. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

29. Make any necessary organizational adjustments. D-3   

30. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

31. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Attend scheduled briefings as required. D-3   

33. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

34. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

35. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

37. Hold personnel accountable for the execution of assigned tasks. D-3   

38. Delegate specific authority based on the assigned tasks to assigned 
Specialists. D-3   

39. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

40. Request additional resources or release surplus resources. D-3   

41. Address logistical problems that subordinates report. D-3   

42. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

43. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

44. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

45. Keep assigned personnel informed of changes. D-3   

46. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

47. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Ensure that local officials are receiving the necessary information 
and support in accordance with the Stafford Act. D-3   

49. Ensure FEMA is hearing the concerns of local officials. D-3   
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50. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-3   

51. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

52. Share critical information, tactics, and contingency plans with 
state, tribal, and local officials. D-3   

53. Take early action to mitigate or resolve coordination issues. D-3   

54. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

55. Foster team work and emphasize a unified approach. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

57. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

58. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

59. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

60. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

61. Establish work assignments and set priorities. D-3   

62. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

63. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

64. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

65. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

66. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

67. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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68. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

69. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

70. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

72. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

73. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

74. Share current information with co-workers and immediate 
supervisor. D-3   

75. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Manage assigned resources 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Establish goals, expectations, and milestones for the staff. D-3   

77. Assign resources as needed. D-3   

78. Lead staff in accordance with the Incident Action Plan. D-3   

79. Ensure the Resource Specialist is advised of all staffing and 
operational revised policies. D-3   

80. Coach personnel to complete assigned tasks. D-3   

• Monitor work progress and make changes when necessary    

81. Conduct regularly-scheduled team meetings D-3   

82. Notify the Public Assistance (PA) Group Supervisor of needed 
resources. D-3   

83. Coordinate activities with PA organizational components. D-3   

84. Assess employee training requirements. D-3   

85. Coordinate training requirements with the Training Unit. D-3   

86. Assist the Group Supervisor in determining staffing needs. D-3   

• Utilize historical data if available    

87. Assist the PA Group Supervisor to order the PA staff. D-3   

• Coordinate with the Finance/Administration Section 
• Coordination of Technical Assistance Contract (TAC) resources 

   

88. Prepare and submit performance appraisals. D-3   

    

Behavior/Activity: Gather, analyze, and communicate information 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Obtain an operational briefing from the PA Group Supervisor. D-3   

90. Brief supervisor on operational developments: media, 
congressional, staffing, personnel, applicant. D-3   
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91. Provide PA Group Supervisor with information relevant to the 
IAP. D-3   

• Development 
• Execution 
• Needed changes 

   

92. Document in writing all significant decisions and facts relative to 
the task force. D-3   

93. Oversee the Emergency Management Mission Integrated 
Environment (EMMIE) process. D-3   

• Implement funding requirements (allocation and obligations) within 
EMMIE 

   

94. Coordinate with comptroller for reporting requirements. D-3   

• Provide programmatic information 
• Provide financial information 

   

95. Coordinate million-dollar projects with External Affairs and 
Headquarters. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

96. Negotiate the time of transition. I   

97. Provide for adequate overlap to ensure efficient transfer of duties. I   

98. Brief replacement on current situation. I   

99. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

100. Ensure that an effective transition of duties is accomplished. I   

101. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

102. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

103. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

104. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

105. Obtain performance appraisal from supervisor. D-3   

106. Report to the Training Unit upon completion of training 
assignment. D-3   

107. Make return travel arrangements. D-3   

108. Prepare the final travel voucher. D-3   

109. Return accountable property to the Accountable Property Office 
(APO). D-3   

110. Submit final timesheet, appraisal form, and travel voucher. D-3   

111. Check out with the Automated Deployment Database (ADD). D-3   

112. Check out with the IT Service Manager in the Communication 
Unit. D-3   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

PA Administration Task Force Leader (AMTL) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

PA Administration Task Force Leader (AMTL) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

PA Administration Task Force Leader (AMTL) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   



PA DATA PROCESSING MANAGER (DPMG) 21 November 2011 

8 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any necessary organizational adjustments. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    
Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Attend scheduled briefings as required. D-3   

32. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

33. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

34. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

36. Hold personnel accountable for the execution of assigned tasks. D-3   

37. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

38. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

39. Request additional resources or release surplus resources. D-3   

40. Address logistical problems that subordinates report. D-3   

41. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

42. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

43. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

44. Keep assigned personnel informed of changes. D-3   

45. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

46. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   
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48. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

49. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

51. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

52. Establish work assignments and set priorities. D-3   

53. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

54. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

55. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 
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56. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

57. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

58. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

59. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

60. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

61. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

63. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

64. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

65. Share current information with co-workers and immediate 
supervisor. D-3   
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66. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure data processing activities support PA operations 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Manage information entered into Emergency Management Mission 
Integrated Environment (EMMIE). D-3   

68. Establish and maintain data processing and filing operations. D-3   

69. Ensure uniform and consistent data entry as specified in the 
EMMIE user manual. D-3   

70. Ensure the PA Crew Leaders are submitting updated case 
management file information. D-3   

71. Create and process packages for obligation in EMMIE. D-3   

72. Establish and maintain a log of Project Worksheet (PW) routing. D-3   

73. Ensure copies of submitted PWs are maintained. D-3   

74. Coordinate Public Assistance (PA) remedy tickets in EMMIE. D-3   

75. Assist in the preparation and update of the PA management plan. D-3   

76. Provide PA input to the demobilization plan. D-3   

77. Train and mentor PA Data Processing Specialists on EMMIE 
operation. D-3   

78. Train and support other FEMA/state PA staff on EMMIE as 
required. D-3   
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Behavior/Activity: Manage assigned personnel 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Assess and manage workload of assigned personnel. D-3   

80. Input assignments and reviewer rights in EMMIE per immediate 
supervisor. D-3   

81. Obtain periodic status reports from assigned personnel. D-3   

82. Determine adequacy of the space, materials, and equipment 
necessary for PA data entry. D-3   

83. Ensure effective use of personnel and equipment resources at Joint 
Field Office (JFO) and remote sites. D-3   

84. Provide clear direction, assignments, and guidance. D-3   

• Organize work activities 
• Maximize productivity 
• Conform to incident objectives 

   

85. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

86. Write performance appraisals and discuss the results with assigned 
personnel. D-3   

87. Complete task book assessment records and discuss the results 
with assigned personnel. D-3   

    

Behavior/Activity: Gather, analyze, and communicate information 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Brief PA staff on changes in EMMIE and in the filing system in 
the PA operation. D-3   

89. Coordinate EMMIE training needs with immediate supervisor. D-3   

90. Track and report funding requirements to support PW obligations. D-3   

91. Coordinate the processing and distribution of PA reports. D-3   

• Financial and data warehousing reports 
• Ad hoc reports for all internal and external customers 

   



PA DATA PROCESSING MANAGER (DPMG) 21 November 2011 

14 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

92. Coordinate with regional staff on file management practices. D-3   

93. Coordinate between Special Considerations staff and the PA Crew 
Leader on review queue status. D-3   

94. Ensure hard copy files are sent to the Region at the closure of the 
JFO. D-3   

95. Coordinate individual state-specific EMMIE processing requests. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

96. Negotiate the time of transition. I   

97. Provide for adequate overlap to ensure the efficient transfer of 
duties. I   

98. Brief replacement on current situation. I   

99. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

100. Ensure that an effective transition of duties is accomplished. I   

101. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

102. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

103. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

104. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

105. Obtain performance appraisal from supervisor. I   

106. Report to the Training Unit upon completion of training 
assignment. I   

107. Make return travel arrangements. I   

108. Prepare the final travel voucher. I   

109. Return accountable property to the Accountable Property Office 
(APO). I   

110. Submit final timesheet, appraisal form, and travel voucher. I   

111. Check out with the Automated Deployment Database (ADD). I   

112. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

PA Data Processing Manager (DPMG) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

PA Data Processing Manager (DPMG) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

PA Data Processing Manager (DPMG) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

PA Data Processing Specialist (DPSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 





21 November 2011 PA DATA PROCESSING SPECIALIST (DPSP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 1 

FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Travel arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain relevant situational information on your assignment. I   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Provide for the safety, welfare, and accountability of co-workers. D-3   

15. Recognize potentially-hazardous situations. D-3   

16. Communicate potentially-hazardous situations. D-3   

17. Use personal protective equipment (PPE) as issued. D-3   

18. Safeguard property and equipment. D-3   

19. Provide current information for the call-down roster. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

21. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy 

I 
  

22. Exhibit appropriate public stewardship of taxpayer dollars. I   

  
  

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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24. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

25. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

26. Share current information with co-workers and immediate 
supervisor. D-3   

27. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Provide data processing support to Public Assistance (PA) staff 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Review all submitted information for completeness. D-3   

29. Create and maintain tracking systems. D-3   

• Request for public assistance (RPA) 
• Project worksheets 
• Private nonprofit organizations 

   

30. Input data into the Emergency Management Mission Integrated 
Environment (EMMIE). D-3   

• Applicant data 
• Project worksheet information 

   

31. Scan supporting documentation into the EMMIE database. D-3   

• Photographs and maps 
• Drawings and sketches 
• Blueprints and cross sections 

   

32. Establish and maintain hard-copy applicant files. D-3   
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33. Maintain and update information in databases. D-3   

34. Assist the PA Crew Leaders and Project Specialists with Case 
Management File input into EMMIE. D-3   

35. Report progress of activities to the PA Data Processing Manager. D-3   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Obtain the time of transition from immediate supervisor. I   

37. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

38. Notify immediate supervisor when transition is complete. I   

  
  

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Obtain performance appraisal from supervisor. I   

40. Report to the Training Unit upon completion of training 
assignment. I   

41. Make return travel arrangements. I   

42. Prepare the final travel voucher. I   

43. Return accountable property to the Accountable Property Office 
(APO). I   

44. Submit final timesheet, appraisal form, and travel voucher. I   

45. Check out with the Automated Deployment Database (ADD). I   

46. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

PA Data Processing Specialist (DPSP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

PA Data Processing Specialist (DPSP) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

PA Data Processing Specialist (DPSP) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Public Assistance Crew Leader (PACL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  



21 November 2011 PUBLIC ASSISTANCE CREW LEADER (PACL) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 3 

 

1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   



PUBLIC ASSISTANCE CREW LEADER (PACL) 21 November 2011 

6 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 
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26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any necessary organizational adjustments. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    
Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Attend scheduled briefings as required. D-3   

32. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

33. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

34. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Hold personnel accountable for the execution of assigned tasks. D-3   

36. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

37. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

38. Request additional resources or release surplus resources. D-3   

39. Address logistical problems that subordinates report. D-3   

40. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

41. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

42. Keep assigned personnel informed of changes. D-3   

43. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

44. Make recommendations for next operational period to immediate 
supervisor. D-3   

    
Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

46. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

47. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

49. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

50. Establish work assignments and set priorities. D-3   

51. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

52. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

53. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

54. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

55. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

56. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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57. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

58. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

59. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

60. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

61. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

62. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

63. Share current information with co-workers and immediate 
supervisor. D-3   

64. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Identify and manage applicant expectations 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

65. Initiate communication with applicant at applicant’s briefing. D-3   

66. Schedule and conduct kickoff meetings with assigned applicants. D-3   

67. Educate the applicant on program process, timelines, and 
eligibility. D-3   

68. Secure list of projects and assist applicant in project formulation. D-3   

69. Incorporate applicant’s priorities into project scheduling. D-3   

70. Inform applicant of any potential changes to project worksheets 
(PWs). D-3   

71. Inform applicant of PW progress. D-3   

    

Behavior/Activity: Manage the applicant’s grant application 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Analyze data from Preliminary Damage Assessment (PDA). D-3   

73. Assign applicant and/or projects to assigned personnel. D-3   

74. Ensure that the case management file is accurate and complete. D-3   

75. Develop a forecast of project development. D-3   

• Estimate number of projects 
• Schedule for completion 
• Estimate costs 

   

76. Identify technical assistance requirements. D-3   

77. Review draft PWs for accuracy, completeness, eligibility, and 
specials considerations. D-3   

78. Implement validation process. D-3   

79. Ensure PWs are routed through the applicable review queues. D-3   

80. Approve PWs by obligating up to approved authority as delegated. D-3   

81. Schedule and conduct exit briefings. D-3   
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Negotiate the time of transition. I   

83. Provide for adequate overlap to ensure efficient transfer of duties. I   

84. Brief replacement on current situation. I   

85. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

86. Ensure that an effective transition of duties is accomplished. I   

87. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

89. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

90. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Obtain performance appraisal from supervisor. I   

92. Report to the Training Unit upon completion of training 
assignment. I   

93. Make return travel arrangements. I   
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94. Prepare the final travel voucher. I   

95. Return accountable property to the Accountable Property Office 
(APO). I   

96. Submit final timesheet, appraisal form, and travel voucher. I   

97. Check out with the Automated Deployment Database (ADD). I   

98. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Public Assistance Crew Leader (PACL) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Public Assistance Crew Leader (PACL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Public Assistance Crew Leader (PACL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Public Assistance Project Specialist Expert (PAEX) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Travel arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain relevant situational information on your assignment. I   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Provide for the safety, welfare, and accountability of co-workers. D-3   

15. Recognize potentially-hazardous situations. D-3   

16. Communicate potentially-hazardous situations. D-3   

17. Use personal protective equipment (PPE) as issued. D-3   

18. Safeguard property and equipment. D-3   

19. Provide current information for the call-down roster. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

21. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

22. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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24. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

25. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

26. Share current information with co-workers and immediate 
supervisor. D-3   

27. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Formulate projects in accordance with Public Assistance (PA) program criteria 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Prepare project worksheets. D-3   

• Conduct site inspection 
• Document eligible damage 
• Conduct project research and analysis as needed 
• Formulate eligible scope of work 
• Estimate costs of scope 
• Identify and coordinate special considerations 
• Identify and coordinate required Technical Specialists 
• Provide supporting documentation 

   

29.     Prepare 406 hazard mitigation proposal 
• Conduct research and analysis as needed 
• Formulate an eligible scope of work 
• Estimate costs of scope 
• Identify which means should be used to determine the cost-

effectiveness of the mitigation measures. 
• Perform the appropriate benefit/cost analysis if necessary 
• Provide supporting documentation 
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30.    Prepare a Cost Estimating Format (CEF) for large projects 
• Qualify projects for the CEF 
• Conduct project research and analysis as needed 
• Identify disaster-specific factors and unit cost data 
• Formulate eligible scope of work 
• Complete the CEF spreadsheet 
• Provide supporting documentation 

   

31.    Conduct a Preliminary Damage Assessment (PDA) 
• Conduct site inspections 
• Collect data and document damages 
• Account for Insurance   
• Determine the impact and magnitude of damage 
• Identify potential urgent needs 
• Provide supporting documentation 

 

   

 

Behavior/Activity: Provide timely, informative customer service 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Educate customer on PA program. D-3   

33. Ensure response to customer inquiries and requests. D-3   

34. Provide project status updates. D-3   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

352. Obtain the time of transition from immediate supervisor. I   

36. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

37. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Obtain performance appraisal from supervisor. I   

39. Report to the Training Unit upon completion of training 
assignment. I   

40. Make return travel arrangements. I   

41. Prepare the final travel voucher. I   

42. Return accountable property to the Accountable Property Office 
(APO). I   

43. Submit final timesheet, appraisal form, and travel voucher. I   

44. Check out with the Automated Deployment Database (ADD). I   

45. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Public Assistance Project Specialist Expert  (PAEX) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Public Assistance Project Specialist Expert (PAEX) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Public Assistance Project Specialist Expert (PAEX) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position. 

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Public Assistance Group Supervisor (PAGS) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Obtain agency identification (badge) or other government-issued 
identifications. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular, desk phone, satellite phone, radio, etc. 
• Handheld GPS, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 
• Obtain current Incident Action Plan (IAP), if available 
• Obtain schedule of appropriate meetings or conference calls 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities, incident objectives, strategies, and tactics 
• Coordinate with immediate supervisor to obtain current state and local 

priorities 
• Reporting requirements of the branches (essential elements of 

information [EEI]) 

   

11. Identify topics, issues and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

24. Notify the Safety Officer of any accidents. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

• Incident objectives 
• Coordination needs at the division level 
• Coordination needs at the state and local level 

   

26. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

27. Ensure that subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

28. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

29. Make any necessary organizational adjustments. D-3   

30. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

31. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Attend scheduled Briefings as required (may be via conference 
call). D-3   
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33. Conduct the Operations briefing for group personnel in person 
and/or remotely (e.g., conference call) and check for 
understanding. 

D-3 
  

• Discuss special safety considerations or hazards situations 
• Incident facilities, types, and location 
• Review the incident objectives 
• Review the current situation 
• Brief the Task Force Leaders, Crew Leaders, assigned managers, and 

group supervisors on their assignments 
• Discuss special safety considerations or situations 
• Brief on changes to the approved IAP if necessary 

   

34. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

35. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

37. Hold personnel accountable for the execution of assigned tasks. D-3   

38. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

39. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

40. Consult with affected program areas on plans to re-task resources 
with the division, based on local operational requirements. D-3   

41. Request additional resources or release surplus resources. D-3   

42. Address logistical problems that subordinates report. D-3   
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43. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

44. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

45. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

46. Keep assigned personnel informed of changes. D-3   

47. Notify immediate supervisor of unit personnel status changes when 
they occur. D-3   

48. Make recommendations for next operational period to immediate 
supervisor. D-3   

49. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

50. Foster teamwork and emphasize a unified approach. D-3   

    
Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 

effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Ensure that local officials are receiving the necessary information 
and support in accordance with the Stafford Act. D-3   

52. Ensure that FEMA is hearing the concerns of local officials. D-3   

53. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-3   

54. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

55. Share critical information, tactics, and contingency plans with 
state, tribal, and local officials. D-3   

56. Take early action to mitigate or resolve coordination issues. D-3   

57. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

58. Foster teamwork and emphasize a unified approach. D-3   
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Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

59. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

60. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences. I   

61. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

63. Explain how the unit’s assignments fit into the context of the 
bigger picture. D-3   

64. Establish work assignments and set priorities. D-3   

65. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

66. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   
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67. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

68. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

69. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

70. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

71. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

72. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

74. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

75. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 
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76. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

77. Share current information with co-workers and immediate 
supervisor. D-3   

78. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Coordinate with immediate supervisor to prepare for the 
Operations Tactics meeting. D-3   

80. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-3   

81. Ensure that task descriptions provide clear, concise direction and 
performance expectations that support the incident objectives. D-3   

82. Ensure that accurate operational information is included on the ICS 
215. D-3   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

83. Attend the Operations Tactics meeting if requested. D-3   
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Behavior/Activity: Develop Public Assistance (PA) program operational objectives 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Obtain an operational briefing from the immediate supervisor. D-3   

85. Utilize all applicable information, including the Preliminary 
Damage Assessment (PDA) data, for staffing, eligibility, special 
considerations, and other program planning issues. 

D-3 
  

86. Establish goals and timelines for the PA program. D-3   

87. Develop PA program management plan. D-3   

88. Develop a transition plan in coordination with the Operations 
Section Chief for transferring PA program responsibility for the 
incident to the Region. 

D-3 
  

    

Behavior/Activity: Ensure that implementation of PA activities meets operational goals 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Ensure operational objectives are met. D-3   

90. Request and manage Technical Assistance Contract (TAC) task 
orders. D-3   

91. Coordinate with direct reports to ensure operational objectives are 
met. D-3   

92. Address program issues raised by staff, applicants, state, or other 
entities. D-3   

93. Resolve PA program issues through the appropriate chain of 
command. D-3   

94. Ensure sufficient funding has been allocated to cover obligations. D-3   

95. Establish obligation thresholds for PA Task Force Leaders and PA 
Crew Leaders if applicable. D-3   

96. Ensure that the financial estimate for the Disaster Projection 
Report is accurate. D-3   
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Behavior/Activity: Ensure PA staff is provided with information and direction necessary to meet operational 
goals and objectives 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

97. Conduct initial briefing to inform PA staff of disaster-specific 
information. D-3   

98. Ensure consistency regarding program eligibility and operational 
processes. D-3   

99. Delegate specific authority based on the assigned tasks. D-3   

    

Behavior/Activity: Coordinate, communicate, and report information 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

100. Effectively represent the PA program in internal/external meetings 
and special events. D-3   

101. Ensure that briefing materials for stakeholders are provided. D-3   

102. Obtain status reports on the PA program from assigned personnel 
and others. D-3   

• Action Request Forms (ARFs) 
• Federal Coordinating Officer (FCO) updates 
• State PA updates 
• External Affairs 

   

103. Coordinate and communicate program guidance with personnel 
assigned to geographical branches and divisions. D-3   

104. Coordinate with the state on PA program issues. D-3   

105. Coordinate with other federal agencies. D-3   

• Small Business Administration (SBA) 
• US Army Corps of Engineers (USACE) 
• Natural Resources Conservation Service (NRCS) 
• Federal Highway Administration (FHWA) 

   

106. Coordinate with ESF #14 on long-term recovery issues. D-3   
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107. Coordinate with the Logistics Section. D-3   

• Space 
• Supplies 
• Equipment 

   

108. Maintain Activity Log. D-3   

109. Provide PA program input to the FEMA Remedial Action 
Management Program (RAMP). D-3   

110. Coordinate with the Operations Section on requested scopes of 
work for mission assignments. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

111. Negotiate the time of transition. I   

112. Provide for adequate overlap to ensure efficient transfer of duties. I   

113. Brief replacement on current situation. I   

114. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

115. Ensure that an effective transition of duties is accomplished. I   

116. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

117. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

118. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

119. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

120. Obtain performance appraisal from supervisor. I   

121. Report to the Training Unit upon completion of training 
assignment. I   

122. Make return travel arrangements. I   

123. Prepare the final travel voucher. I   

124. Return accountable property to Accountable Property Office 
(APO). I   

125. Submit final timesheet, appraisal form, and travel voucher. I   

126. Check out with the Automated Deployment Database (ADD). I   

127. Check out with the IT Service Manager in the Communication 
Unit. I   

 





21 November 2011 PUBLIC ASSISTANCE GROUP SUPERVISOR (PAGS) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 19 

• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Public Assistance Group Supervisor (PAGS) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Public Assistance Group Supervisor (PAGS) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Public Assistance Group Supervisor (PAGS) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Public Assistance Project Specialist (PASP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 





21 November 2011 PUBLIC ASSISTANCE PROJECT SPECIALIST (PASP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 1 

FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Travel arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain relevant situational information on your assignment. I   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Provide for the safety, welfare, and accountability of co-workers. D-3   

15. Recognize potentially-hazardous situations. D-3   

16. Communicate potentially-hazardous situations. D-3   

17. Use personal protective equipment (PPE) as issued. D-3   

18. Safeguard property and equipment. D-3   

19. Provide current information for the call-down roster. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

21. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

22. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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24. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

25. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

26. Share current information with co-workers and immediate 
supervisor. D-3   

27. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Formulate projects in accordance with Public Assistance (PA) program criteria 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Prepare project worksheets. D-3   

• Conduct site inspection 
• Document eligible damage 
• Conduct project research and analysis as needed 
• Formulate eligible scope of work 
• Estimate costs of scope 
• Identify and coordinate special considerations 
• Identify and coordinate required Technical Specialists 
• Provide supporting documentation 
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Behavior/Activity: Provide timely, informative customer service 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Educate customer on PA program. D-3   

30. Ensure response to customer inquiries and requests. D-3   

31. Provide project status updates. D-3   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Obtain the time of transition from immediate supervisor. I   

33. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

34. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Obtain performance appraisal from supervisor. I   

36. Report to the Training Unit upon completion of training 
assignment. I   

37. Make return travel arrangements. I   

38. Prepare the final travel voucher. I   

39. Return accountable property to the Accountable Property Office 
(APO). I   

40. Submit final timesheet, appraisal form, and travel voucher. I   
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41. Check out with the Automated Deployment Database (ADD). I   

42. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Public Assistance Project Specialist (PASP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Public Assistance Project Specialist (PASP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Public Assistance Project Specialist (PASP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position. 

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Public Assistance Task Force Leader (PATL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate Forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. E   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, welfare, and accountability of co-workers. D-3   

17. Recognize potentially-hazardous situations. D-3   

18. Communicate potentially-hazardous situations. D-3   

19. Use personal protective equipment (PPE) as issued. D-3   

20. Safeguard property and equipment. D-3   

21. Provide current information for the call-down roster. D-3   

22. Verify that special precautions are taken when hazards exist. D-3   

23. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

24. Maintain the integrity of the call-down roster. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

26. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 
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27. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

28. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

29. Make any necessary organizational adjustments. D-3   

30. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

31. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Attend scheduled briefings as required. D-3   

33. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

34. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

35. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

37. Hold personnel accountable for the execution of assigned tasks. D-3   

38. Delegate specific authority based on the assigned tasks to assigned 
Specialists. D-3   

39. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

40. Request additional resources or release surplus resources. D-3   

41. Address logistical problems that subordinates report. D-3   

42. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

43. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

44. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

45. Keep assigned personnel informed of changes. D-3   

46. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

47. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Ensure that local officials are receiving the necessary information 
and support in accordance with the Stafford Act. D-3   

49. Ensure FEMA is hearing the concerns of local officials. D-3   
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50. Ensure you are receiving the necessary support and information 
from state and local officials to fulfill your mission. D-3   

51. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

52. Share critical information, tactics, and contingency plans with 
state, tribal, and local officials. D-3   

53. Take early action to mitigate or resolve coordination issues. D-3   

54. Collaborate with the state in encouraging and supporting local 
incident action planning. D-3   

55. Foster team work and emphasize a unified approach. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

57. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

58. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

59. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

60. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

61. Establish work assignments and set priorities. D-3   

62. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

63. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

64. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

65. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

66. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

67. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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68. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

69. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

70. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

72. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

73. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

74. Share current information with co-workers and immediate 
supervisor. D-3   

75. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Lead assigned resources 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Assign resources, as needed. D-3   

77. Assess employee performance. D-3   

78. Assess employee training requirements. D-3   

79. Coach personnel to complete assigned tasks. D-3   

80. Lead Public Assistance (PA) crews in accordance with the Incident 
Action Plan. D-3   

81. Establish expectations and milestones for the PA crews. D-3   

82. Conduct regularly-scheduled team meetings. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

83. Negotiate the time of transition. I   

84. Provide for adequate overlap to ensure efficient transfer of duties. I   

85. Brief replacement on current situation. I   

86. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

87. Ensure that an effective transition of duties is accomplished. I   

88. Notify immediate supervisor when the transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

90. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

91. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Obtain performance appraisal from supervisor. D-3   

93. Report to the Training Unit upon completion of training 
assignment. D-3   

94. Make return travel arrangements. D-3   

95. Prepare the final travel voucher. D-3   

96. Return accountable property to the Accountable Property Office 
(APO). D-3   

97. Submit final timesheet, appraisal form, and travel voucher. D-3   

98. Check out with the Automated Deployment Database (ADD). D-3   

99. Check out with the IT Service Manager in the Communication 
Unit. D-3   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Public Assistance Task Force Leader (PATL) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Public Assistance Task Force Leader (PATL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Public Assistance Task Force Leader (PATL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Infrastructure Branch Director Type I (PBD1) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  



21 November 2011 INFRASTRUCTURE BRANCH DIRECTOR TYPE I (PBD1) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 3 

 

1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed during the first 72 hours of 
the assignment in a personal go-kit. D-1   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Position job aids if available 

   

2. Obtain information prior to deployment. D-1   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to “Common Responsibilities” (Chapter 2, 
IMH). D-1   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. D-1   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. D-1   

6. Report to the Training Unit to check in as a trainee. D-1   
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7. Obtain additional job-required equipment or supplies. D-1   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). D-1   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain situational information relevant to your assignment. D-1   

• Resources currently assigned to branch 
• Resources en route and/or ordered for branch 
• Incident facilities, types, and location 
• Incident objectives 
• Political issues and sensitivities 
• Staging areas, camps, area field offices and other incident facilities 
• Information from other personnel responsible for the branch or area of 

responsibility prior to your arrival, if applicable 
• Review FEMA/state agreement if approved 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. D-1   

• Current priorities 
• Incident objectives 
• Strategies 
• Current state and local priorities 

   

11. Identify issues and concerns of potential relevance to your 
assignment. D-1   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS forms. D-1   

13. Maintain appropriate span of control. D-1   

14. Use common terminology. D-1   

15. Maintain unity of command. D-1   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, welfare, and accountability of all branch 
personnel. D-1   

17. Recognize potentially hazardous situations. D-1   

18. Communicate potentially hazardous situations. D-1   

19. Use personal protective equipment (PPE) as issued. D-1   

20. Safeguard property and equipment. D-1   

21. Provide current information for the call-down roster. D-1   

22. Maintain the integrity of the call-down roster. D-1   

23. Verify that special precautions are taken when hazards exist. D-1   

24. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-1   

25. Notify the Safety Officer of any accidents. D-1   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Determine if the organizational structure is appropriate. D-1   

• Incident objectives and immediate supervisor direction 
• Emergency Support Functions (ESFs) assigned 
• Coordination needs at the state and local level 

   

27. Ensure that the organizational structure is ICS compliant. D-1   

• Span of control 
• Unity of command 
• Proper ICS positions 

   

28. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned. D-1   

• Location and status of assigned resources 
• Resource identifier, if assigned (e.g., Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

29. Check to ensure subordinates are qualified to perform assigned 
positions. D-1   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

30. Discuss findings and recommendations with immediate supervisor 
as necessary. D-1   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs, if applicable 

   

31. Make any necessary organizational adjustments. D-1   

32. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-1   

33. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-1   
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Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Attend scheduled briefings as required. D-1   

35. Brief your direct report staff on the details of the branch’s support 
to the IAP following the Operations briefing. D-1   

• Remind direct report staff that all supervisory personnel need to be 
briefed 

• Ensure that assignments are clear and provide additional information 
needed 

• Discuss special safety considerations or situations 

   

36. Debrief your immediate staff at the end of the operational period to 
gather information. D-1   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

37. Brief immediate supervisor on results of debriefings. D-1   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-1   

39. Hold personnel accountable for the execution of assigned tasks. D-1   

40. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-1   

41. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-1   

42. Request additional resources or release surplus resources. D-1   
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43. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-1   

44. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-1   

45. Ensure that the work completed is consistent with direction, policy, 
and incident objectives. D-1   

• Immediate supervisor’s direction 
• FEMA policies 

   

46. Keep assigned personnel informed of changes. D-1   

47. Notify Resource Unit Leader of all resource status changes when 
they occur. D-1   

    

Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Ensure that local officials are receiving the necessary information 
and support in accordance with the Stafford Act. D-1   

49. Ensure that FEMA is hearing the concerns of local officials. D-1   

50. Ensure that you are receiving the necessary support and 
information from state and local officials to fulfill your mission. D-1   

51. Coordinate with other federal agencies (OFAs) operating under 
their own authority regarding: D-1   

• Potential conflicts 
• Duplication of effort 
• Communications 

   

52. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-1   

53. Share critical information, tactics, and contingency plans with 
state, tribal, and local officials. D-1   

54. Take early action to mitigate or resolve coordination issues. D-1   

55. Collaborate with the state in encouraging and supporting local 
incident action planning. D-1   

56. Foster teamwork and emphasize a unified approach. D-1   
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Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. D-1   

58. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

D-1 
  

59. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. D-1   

60. Represent FEMA in a professional manner when working with 
internal and external parties. D-1   

61. Exhibit appropriate public stewardship of taxpayer dollars. D-1   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Exhibit principles of duty, integrity, and respect. D-1   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

63. Show subordinates how their assignments support the overall 
management of the incident. D-1   

64. Establish work assignments and set priorities. D-1   

65. Take corrective action when problems arise. D-1   
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66. Establish and communicate basic work guidelines. D-1   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

67. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-1   

68. Provide continuous feedback on performance. D-1   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

69. Ensure that personnel receive needed training and coaching. D-1   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

70. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-1   

71. Prepare and discuss formal performance evaluations. D-1   

72. Create a work environment that provides mutual respect and equal 
opportunity for branch personnel. D-1   

73. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-1   

74. Monitor employee performance to assess the need for possible rest 
or rotation. D-1   

75. Write performance appraisals and discuss the results with direct 
report staff. D-1   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Demonstrate professional and appropriate verbal communication 
consistently. D-1   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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77. Demonstrate professional and appropriate non-verbal 
communication consistently. D-1   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

78. Establish and maintain positive interpersonal and interagency 
working relationships. D-1   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

79. Ask clarifying questions to ensure accurate understanding of 
directions. D-1   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

80. Share current information with co-workers and immediate 
supervisor. D-1   

81. Be an effective team player. D-1   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

82. Keep Command and General Staff informed. D-1   

• Current information 
• Significant changes 
• Significant decision and actions 

   

83. Provide the Situation Unit Leader with branch information for the 
situation report (Sitrep). D-1   

    

Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Anticipate the branch’s support to Operations for the next 
operational period. D-1   

85. Determine branch support capabilities based on anticipated needs. D-1   
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86. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-1   

87. Write task descriptions providing clear, concise direction, and 
performance expectations that support the incident objectives. D-1   

88. Ensure that accurate operational information is included on the ICS 
215. D-1   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

89. Ensure the branch’s participation in the Operations Tactics meeting 
when the branch’s support is required. D-1   

• Discuss with the Operations Section Chief (OSC) if the branch’s 
attendance is required 

• Identify additional branch resources needed to support the next 
operational-period plan 

• If shortfalls exist, communicate them to the OSC 

   

90. Verify that additional resources identified on the ICS 215 for the 
branch/group at the Tactics meeting have been ordered. D-1   

91. Attend the Command and General Staff planning meeting. D-1   

• Review the IAP 
• Recommend corrections/adjustments to the IAP 

   

    

Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Participate in the preparation of incident plans. D-1   

• Strategic Plan 
• Functional plans 
• Demobilization Plan 
• Evacuation Plan (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

93. Solicit input from appropriate branch personnel during the plan 
development and provide them an opportunity to review the draft 
document. 

D-1 
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Behavior/Activity: Ensure that Infrastructure tactics meet incident strategies and objectives 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Review declaration documents D-1   

• Preliminary Damage Assessment (PDA) data 
• FEMA-state agreement 

   

95. Obtain briefing from the Operations Section Chief. D-1   

96. Maintain communication with state, Emergency Support Functions 
(ESFs), and other federal agencies (OFAs). D-1   

97. Identify cross-program issues and facilitate coordination among 
program areas. D-1   

98. Provide technical advice to state partners. D-1   

    

Behavior/Activity: Ensure that Public Assistance (PA) tactics meet incident strategies and objectives 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

99. Establish a plan for meeting immediate needs. D-1    

100. Ensure participation in PA planning efforts. D-1    

• PA Management Plan 
• Debris Plan 
• Transition Plan 
• Demobilization Plan 

   

101. Ensure that public information releases related to PA are accurate. D-1    

102. Ensure Disaster Projections Report (DPR) input to the 
Finance/Administration Section Chief. D-1    

103. Ensure sufficient funding is available in the National Emergency 
Management Information System (NEMIS) and other appropriate 
systems. 

D-1  
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Behavior/Activity: Coordinate, communicate, and report information 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

104. Ensure that briefing materials for stakeholders are provided. D-1    

105. Obtain status reports on the PA program from assigned personnel. D-1    

106. Provide Infrastructure input to the FEMA Remedial Action 
Management Program (RAMP). D-1    

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

107. Negotiate the time of transfer. D-1   

108. Provide for adequate overlap to ensure the efficient transfer of 
duties. D-1   

109. Brief replacement on current situation. D-1   

110. Ensure that appropriate information is up-to-date. D-1   

111. Ensure that an effective transfer of duties is accomplished. D-1   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

112. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-1   

113. Ensure that closeout records are current, accurate, and complete. D-1   

114. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-1   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

115. Obtain performance appraisal from supervisor. D-1   

116. Report to the Training Unit upon completion of training 
assignment. D-1   

117. Make return travel arrangements. D-1   

118. Prepare the final travel voucher. D-1   

119. Return accountable property to the Accountable Property Office 
(APO). D-1   

120. Submit final timesheet, appraisal form, and travel voucher. D-1   

121. Check out with the Automated Deployment Database (ADD). D-1   

122. Check out with the IT Service Manager in the Communication 
Unit. D-1   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Infrastructure Branch Director Type I (PBD1) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Infrastructure Branch Director Type I (PBD1) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Infrastructure Branch Director Type I (PBD1) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Infrastructure Branch Director Type II (PBD2) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed during the first 72 hours of 
the assignment in a personal go-kit. D-2   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Position job aids if available 

   

2. Obtain information prior to deployment. D-2   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to “Common Responsibilities” (Chapter 2, 
IMH). D-2   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. D-2   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. D-2   

6. Report to the Training Unit to check in as a trainee. D-2   
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7. Obtain additional job-required equipment or supplies. D-2   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). D-2   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain situational information relevant to your assignment. D-2   

• Resources currently assigned to branch 
• Resources en route and/or ordered for branch 
• Incident facilities, types, and location 
• Incident objectives 
• Political issues and sensitivities 
• Staging areas, camps, area field offices and other incident facilities 
• Information from other personnel responsible for the branch or area of 

responsibility prior to your arrival, if applicable 
• Review FEMA/state agreement if approved 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. D-2   

• Current priorities 
• Incident objectives 
• Strategies 
• Current state and local priorities 

   

11. Identify issues and concerns of potential relevance to your 
assignment. D-2   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS forms. D-2   

13. Maintain appropriate span of control. D-2   

14. Use common terminology. D-2   

15. Maintain unity of command. D-2   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, welfare, and accountability of all branch 
personnel. D-2   

17. Recognize potentially hazardous situations. D-2   

18. Communicate potentially hazardous situations. D-2   

19. Use personal protective equipment (PPE) as issued. D-2   

20. Safeguard property and equipment. D-2   

21. Provide current information for the call-down roster. D-2   

22. Maintain the integrity of the call-down roster. D-2   

23. Verify that special precautions are taken when hazards exist. D-2   

24. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-2   

25. Notify the Safety Officer of any accidents. D-2   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Determine if the organizational structure is appropriate. D-2   

• Incident objectives and immediate supervisor direction 
• Emergency Support Functions (ESFs) assigned 
• Coordination needs at the state and local level 

   

27. Ensure that the organizational structure is ICS compliant. D-2   

• Span of control 
• Unity of command 
• Proper ICS positions 

   

28. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned. D-2   

• Location and status of assigned resources 
• Resource identifier, if assigned (e.g., Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

29. Check to ensure subordinates are qualified to perform assigned 
positions. D-2   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

30. Discuss findings and recommendations with immediate supervisor 
as necessary. D-2   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs, if applicable 

   

31. Make any necessary organizational adjustments. D-2   

32. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-2   

33. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-2   
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Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Attend scheduled briefings as required. D-2   

35. Brief your direct report staff on the details of the branch’s support 
to the IAP following the Operations briefing. D-2   

• Remind direct report staff that all supervisory personnel need to be 
briefed 

• Ensure that assignments are clear and provide additional information 
needed 

• Discuss special safety considerations or situations 

   

36. Debrief your immediate staff at the end of the operational period to 
gather information. D-2   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

37. Brief immediate supervisor on results of debriefings. D-2   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-2   

39. Hold personnel accountable for the execution of assigned tasks. D-2   

40. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-2   

41. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-2   

42. Request additional resources or release surplus resources. D-2   
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43. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-2   

44. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-2   

45. Ensure that the work completed is consistent with direction, policy, 
and incident objectives. D-2   

• Immediate supervisor’s direction 
• FEMA policies 

   

46. Keep assigned personnel informed of changes. D-2   

47. Notify Resource Unit Leader of all resource status changes when 
they occur. D-2   

    

Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Ensure that local officials are receiving the necessary information 
and support in accordance with the Stafford Act. D-2   

49. Ensure that FEMA is hearing the concerns of local officials. D-2   

50. Ensure that you are receiving the necessary support and 
information from state and local officials to fulfill your mission. D-2   

51. Coordinate with other federal agencies (OFAs) operating under 
their own authority regarding: D-2   

• Potential conflicts 
• Duplication of effort 
• Communications 

   

52. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-2   

53. Share critical information, tactics, and contingency plans with 
state, tribal, and local officials. D-2   

54. Take early action to mitigate or resolve coordination issues. D-2   

55. Collaborate with the state in encouraging and supporting local 
incident action planning. D-2   

56. Foster teamwork and emphasize a unified approach. D-2   
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Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. D-2   

58. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

D-2 
  

59. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. D-2   

60. Represent FEMA in a professional manner when working with 
internal and external parties. D-2   

61. Exhibit appropriate public stewardship of taxpayer dollars. D-2   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Exhibit principles of duty, integrity, and respect. D-2   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

63. Show subordinates how their assignments support the overall 
management of the incident. D-2   

64. Establish work assignments and set priorities. D-2   

65. Take corrective action when problems arise. D-2   
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66. Establish and communicate basic work guidelines. D-2   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

67. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-2   

68. Provide continuous feedback on performance. D-2   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

69. Ensure that personnel receive needed training and coaching. D-2   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

70. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-2   

71. Prepare and discuss formal performance evaluations. D-2   

72. Create a work environment that provides mutual respect and equal 
opportunity for branch personnel. D-2   

73. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-2   

74. Monitor employee performance to assess the need for possible rest 
or rotation. D-2   

75. Write performance appraisals and discuss the results with direct 
report staff. D-2   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Demonstrate professional and appropriate verbal communication 
consistently. D-2   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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77. Demonstrate professional and appropriate non-verbal 
communication consistently. D-2   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

78. Establish and maintain positive interpersonal and interagency 
working relationships. D-2   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

79. Ask clarifying questions to ensure accurate understanding of 
directions. D-2   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

80. Share current information with co-workers and immediate 
supervisor. D-2   

81. Be an effective team player. D-2   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

82. Keep Command and General Staff informed. D-2   

• Current information 
• Significant changes 
• Significant decision and actions 

   

83. Provide the Situation Unit Leader with branch information for the 
situation report (Sitrep). D-2   

    

Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Anticipate the branch’s support to Operations for the next 
operational period. D-2   

85. Determine branch support capabilities based on anticipated needs. D-2   
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86. Use Operational Planning Worksheet (ICS 215) to develop tasks 
and identify resource assignments. D-2   

87. Write task descriptions providing clear, concise direction, and 
performance expectations that support the incident objectives. D-2   

88. Ensure that accurate operational information is included on the ICS 
215. D-2   

• Resource kind, type, and number using resource identifier (e.g., 
Individual Assistance [IA] Housing Task Force #3) 

• Reporting locations 
• Reporting times 
• Logistical needs 
• Other special support needs 

   

89. Ensure the branch’s participation in the Operations Tactics meeting 
when the branch’s support is required. D-2   

• Discuss with the Operations Section Chief (OSC) if the branch’s 
attendance is required 

• Identify additional branch resources needed to support the next 
operational-period plan 

• If shortfalls exist, communicate them to the OSC 

   

90. Verify that additional resources identified on the ICS 215 for the 
branch/group at the Tactics meeting have been ordered. D-2   

91. Attend the Command and General Staff planning meeting. D-2   

• Review the IAP 
• Recommend corrections/adjustments to the IAP 

   

    

Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Participate in the preparation of incident plans. D-2   

• Strategic Plan 
• Functional plans 
• Demobilization Plan 
• Evacuation Plan (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

93. Solicit input from appropriate branch personnel during the plan 
development and provide them an opportunity to review the draft 
document. 

D-2 
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Behavior/Activity: Ensure that Infrastructure tactics meet incident strategies and objectives 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Review declaration documents D-2   

• Preliminary Damage Assessment (PDA) data 
• FEMA-state agreement 

   

95. Obtain briefing from the Operations Section Chief. D-2   

96. Maintain communication with state, Emergency Support Functions 
(ESFs), and other federal agencies (OFAs). D-2   

97. Identify cross-program issues and facilitate coordination among 
program areas. D-2   

98. Provide technical advice to state partners. D-2   

    

Behavior/Activity: Ensure that Public Assistance (PA) tactics meet incident strategies and objectives 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

99. Establish a plan for meeting immediate needs. D-2    

100. Ensure participation in PA planning efforts. D-2    

• PA Management Plan 
• Debris Plan 
• Transition Plan 
• Demobilization Plan 

   

101. Ensure that public information releases related to PA are accurate. D-2    

102. Ensure Disaster Projections Report (DPR) input to the 
Finance/Administration Section Chief. D-2    

103. Ensure sufficient funding is available in the National Emergency 
Management Information System (NEMIS) and other appropriate 
systems. 

D-2  
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Behavior/Activity: Coordinate, communicate, and report information 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

104. Ensure that briefing materials for stakeholders are provided. D-2    

105. Obtain status reports on the PA program from assigned personnel. D-2    

106. Provide Infrastructure input to the FEMA Remedial Action 
Management Program (RAMP). D-2    

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

107. Negotiate the time of transfer. D-2   

108. Provide for adequate overlap to ensure the efficient transfer of 
duties. D-2   

109. Brief replacement on current situation. D-2   

110. Ensure that appropriate information is up-to-date. D-2   

111. Ensure that an effective transfer of duties is accomplished. D-2   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

112. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-2   

113. Ensure that closeout records are current, accurate, and complete. D-2   

114. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-2   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

115. Obtain performance appraisal from supervisor. D-2   

116. Report to the Training Unit upon completion of training 
assignment. D-2   

117. Make return travel arrangements. D-2   

118. Prepare the final travel voucher. D-2   

119. Return accountable property to the Accountable Property Office 
(APO). D-2   

120. Submit final timesheet, appraisal form, and travel voucher. D-2   

121. Check out with the Automated Deployment Database (ADD). D-2   

122. Check out with the IT Service Manager in the Communication 
Unit. D-2   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Infrastructure Branch Director Type II (PBD2) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Infrastructure Branch Director Type II (PBD2) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Infrastructure Branch Director Type II (PBD2) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Public Assistance Planning Manager (PPMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 
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13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 
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26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any necessary organizational adjustments. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Attend scheduled briefings as required. D-3   

32. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

33. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

34. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

36. Hold personnel accountable for the execution of assigned tasks. D-3   

37. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

38. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

39. Request additional resources or release surplus resources. D-3   

40. Address logistical problems that subordinates report. D-3   

41. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

42. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

43. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

44. Keep assigned personnel informed of changes. D-3   

45. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

46. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors  

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   
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48. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

49. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

51. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

52. Establish work assignments and set priorities. D-3   

53. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

54. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

55. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 
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56. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

57. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

58. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

59. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

60. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

61. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

63. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

64. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

65. Share current information with co-workers and immediate 
supervisor. D-3   
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66. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Develop and execute the Public Assistance tactical and functional planning processes 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Define requirements and expectations of the Planning personnel. D-3   

68. Manage Planning personnel to ensure timely processing of Public 
Assistance deliverables.  D-3   

69. Ensure conformity to application of ICS principles and concepts 
within the Public Assistance program planning process.  D-3   

70. Ensure preparation of the Operational Planning Worksheet (ICS 
215) for Public Assistance. D-3   

71. Represent Public Assistance in the IAP planning meetings as 
directed. D-3   

72. Ensure Public Assistance (PA) portion of the situational report is 
complete and submitted. D-3   

73. Ensure development of PA plans.  D-3   

• PA Management Plan 
• Debris Operations Plan 
• Demobilization Plan 

   

74. Coordinate with the PA Group Supervisor concerning status and 
aspects of planning process.  D-3   

75. Coordinate with Planning section on submission of reporting 
requirements. D-3   
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Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Negotiate the time of transition. I   

77. Provide for adequate overlap to ensure the efficient transfer of 
duties. I   

78. Brief replacement on current situation. I   

79. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

80. Ensure that an effective transition of duties is accomplished. I   

81. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

83. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

84. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Obtain performance appraisal from supervisor. I   

86. Report to the Training Unit upon completion of training 
assignment. I   
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87. Make return travel arrangements. I   

88. Prepare the final travel voucher. I   

89. Return accountable property to the Accountable Property Office 
(APO). I   

90. Submit final timesheet, appraisal form, and travel voucher. I   

91. Check out with the Automated Deployment Database (ADD). I   

92. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Public Assistance Planning Manager (PPMG) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 



21 November 2011 PUBLIC ASSISTANCE PLANNING MANAGER (PPMG) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 17 

Evaluation Record 

 
TRAINEE NAME 

Public Assistance Planning Manager (PPMG) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Public Assistance Planning Manager (PPMG) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Public Assistance Planning Specialist (PPSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Travel arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain relevant situational information on your assignment. I   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Provide for the safety, welfare, and accountability of co-workers. D-3   

15. Recognize potentially-hazardous situations. D-3   

16. Communicate potentially-hazardous situations. D-3   

17. Use personal protective equipment (PPE) as issued. D-3   

18. Safeguard property and equipment. D-3   

19. Provide current information for the call-down roster. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

21. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

22. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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24. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

25. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

26. Share current information with co-workers and immediate 
supervisor. D-3   

27. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Gather, analyze, and process Public Assistance information for tactical and functional 
planning processes 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Apply ICS principles and concepts within the Public Assistance 
(PA) program planning process. D-3   

29. Extract and analyze pertinent program information from a variety 
of sources in preparation of the PA portion of the Incident Action 
Plan. 

D-3 
  

30. Coordinate with Planning section on development of Public 
Assistance portion of Incident Action Plan. D-3   

31. Prepare the Operational Planning Worksheet (ICS 215) for Public 
Assistance. D-3   

32. Prepare Public Assistance portion of the situational report. D-3   

33. Assist in the development of PA plans. D-3   

• PA Management Plan 
• Debris Operations Plan 
• Demobilization Plan 
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34. Utilize Emergency Management Mission Integrated Environment 
(EMMIE)/ National Emergency Management Information System 
(NEMIS) and the Data Warehouse models to obtain operational 
data. 

D-3 
  

35. Prepare clear and concise written reports. D-3   

36. Coordinate with the immediate supervisor concerning status and 
aspects of tactical planning process. D-3   

37. Coordinate with Planning section on submission of reporting 
requirements. D-3   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Obtain the time of transition from immediate supervisor. I   

39. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

40. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Obtain performance appraisal from supervisor. I   

42. Report to the Training Unit upon completion of training 
assignment. I   

43. Make return travel arrangements. I   

44. Prepare the final travel voucher. I   

45. Return accountable property to the Accountable Property Office 
(APO). I   

46. Submit final timesheet, appraisal form, and travel voucher. I   
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47. Check out with the Automated Deployment Database (ADD). I   

48. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Public Assistance Planning Specialist (PPSP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Public Assistance Planning Specialist (PPSP) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Public Assistance Planning Specialist (PPSP) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

PA Quality Assurance/Quality Control Manager 
(QCMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   
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6. Report to the Training Unit to check in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from immediate supervisor concerning your 
assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with immediate supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any necessary organizational adjustments. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Attend scheduled briefings as required. D-3   
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32. Brief subordinates on information relevant to their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

33. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

34. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

36. Hold personnel accountable for the execution of assigned tasks. D-3   

37. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

38. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

39. Request additional resources or release surplus resources. D-3   

40. Address logistical problems that subordinates report. D-3   

41. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

42. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   
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43. Ensure that the work completed is consistent with direction and 
policy. D-3   

• Immediate supervisor’s direction 
• FEMA policies 

   

44. Keep assigned personnel informed of changes. D-3   

45. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

46. Make recommendations for next operational period to immediate 
supervisor. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

48. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 

  

49. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

51. Establish work assignments and set priorities. D-3   
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52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

54. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

55. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

56. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

57. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

58. Prepare and discuss formal performance evaluations with 
subordinates. D-3   

59. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

60. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

61. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

63. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

64. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

65. Share current information with co-workers and immediate 
supervisor. D-3   

66. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Develop and execute the Quality Assurance and Quality Control process 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Define requirements and expectations of the Quality Assurance 
and Quality Control review resources. D-3   
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68. Manage Quality Control resources (QA/QC Specialists and 
Technical Specialists) to ensure timely processing of Public 
Assistance project worksheets. 

D-3 
  

69. Monitor Emergency Management Mission Integrated Environment 
(EMMIE) for status and progress of Quality Control workload. D-3   

70. Address obstacles preventing the timely processing of project 
worksheets. D-3   

71. Ensure all programmatic, technical, and special consideration 
issues have been addressed. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Negotiate the time of transition. I   

73. Provide for adequate overlap to ensure the efficient transfer of 
duties. I   

74. Brief replacement on current situation. I   

75. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

76. Ensure that an effective transition of duties is accomplished. I   

77. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

78. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   
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79. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

80. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE 
RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Obtain performance appraisal from supervisor. I   

82. Report to the Training Unit upon completion of training 
assignment. I   

83. Make return travel arrangements. I   

84. Prepare the final travel voucher. I   

85. Return accountable property to the Accountable Property Office 
(APO). I   

86. Submit final timesheet, appraisal form, and travel voucher. I   

87. Check out with the Automated Deployment Database (ADD). I   

88. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

PA Quality Assurance/Quality Control Manager (QCMG) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

PA Quality Assurance/Quality Control Manager (QCMG) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

PA Quality Assurance/Quality Control Manager (QCMG) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

PA Quality Assurance/Quality Control Specialist 
(QCSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 



21 November 2011 PA QUALITY ASSURANCE/QUALITY CONTROL SPECIALIST (QCSP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 5 

Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Travel arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain relevant situational information on your assignment. I   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Provide for the safety, welfare, and accountability of co-workers. D-3   

15. Recognize potentially-hazardous situations. D-3   

16. Communicate potentially-hazardous situations. D-3   

17. Use personal protective equipment (PPE) as issued. D-3   

18. Safeguard property and equipment. D-3   

19. Provide current information for the call-down roster. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

21. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

22. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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24. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

25. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

26. Share current information with co-workers and immediate 
supervisor. D-3   

27. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Apply Public Assistance program expertise to ensure project worksheets are complete, 
accurate, and eligible 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Monitor Emergency Management Mission Integrated Environment 
(EMMIE) database for projects assigned to them for review. D-3   

29. Conduct review of project worksheet to ensure all programmatic, 
technical, and special consideration issues have been addressed. D-3   

30. Discuss potential modifications with immediate supervisor. D-3   

31. Make final recommendations on project worksheet eligibility. D-3   

32. Document findings relative to project eligibility in EMMIE. D-3   
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Obtain the time of transition from immediate supervisor. I   

34. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

35. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Obtain performance appraisal from supervisor. I   

37. Report to the Training Unit upon completion of training 
assignment. I   

38. Make return travel arrangements. I   

39. Prepare the final travel voucher. I   

40. Return accountable property to the Accountable Property Office 
(APO). I   

41. Submit final timesheet, appraisal form, and travel voucher. I   

42. Check out with the Automated Deployment Database (ADD). I   

43. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

PA Quality Assurance/Quality Control Specialist (QCSP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

PA Quality Assurance/Quality Control Specialist (QCSP) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

PA Quality Assurance/Quality Control Specialist (QCSP) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Public Assistance Resource Specialist (RCSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Travel arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain relevant situational information on your assignment. I   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Provide for the safety, welfare, and accountability of co-workers. D-3   

15. Recognize potentially-hazardous situations. D-3   

16. Communicate potentially-hazardous situations. D-3   

17. Use personal protective equipment (PPE) as issued. D-3   

18. Safeguard property and equipment. D-3   

19. Provide current information for the call-down roster. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors  

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

21. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

22. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 
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24. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

25. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

26. Share current information with co-workers and immediate 
supervisor. D-3   

27. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Order and track Public Assistance (PA) personnel 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

28. Assist Administrative Task Force Leader in acquiring needed staff. D-3   

• Coordinate with Finance/Administration section and Technical 
Assistance Contract (TAC) management 

   

29. Screen potential staff to determine background, experience, and 
technical expertise. D-3   

30. Maintain the PA organizational chart as the PA Group Supervisor 
directs. D-3   

31. Track personnel assignments, lodging, and turnaround times for all 
PA staff. D-3   

32. Assist in determining training, equipment, and information 
technology (IT) needs for FEMA and state PA staff. D-3   

• Coordinate with Logistics/IT to procure equipment needs    

33. Track training and equipment for all PA staff. D-3   
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34. Prepare and maintain required reports. D-3   

• Call-down list 
• Rotations 
• Work assignments 

   

35. Maintain PA section calendar (kickoff meetings, battle rhythm, 
staff meetings). D-3   

36. Coordinate the submission of timesheets. D-3   

37. Provide disaster-specific information package for arriving staff. D-3   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Obtain the time of transition from immediate supervisor. I   

39. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

40. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

41. Obtain performance appraisal from supervisor. I   

42. Report to the Training Unit upon completion of training 
assignment. I   

43. Make return travel arrangements. I   

44. Prepare the final travel voucher. I   

45. Return accountable property to the Accountable Property Office 
(APO). I   

46. Submit final timesheet, appraisal form, and travel voucher. I   

47. Check out with the Automated Deployment Database (ADD). I   

48. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Public Assistance Resource Specialist (RCSP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Public Assistance Resource Specialist (RCSP) 

TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Public Assistance Resource Specialist (RCSP) 

Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Demobilization Unit Leader (DMOB) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• Appropriate Forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH)  
• Position Task Book (PTB)  
• FEMA Acronym & Terms book (FAAT) 
• Stafford Act 
• Planning CD 
• HSIN/COP User Guide 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number  
• Travel authorization number 
• Specific job assignment  
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements  
• Contact procedures during travel  
• Expected duration of assignment  
• Expected working conditions  

   

3. Review and conform to Chapter 2, IMH, Common 
Responsibilities. I   

4. Ensure agency identification (badge) is current or have 2 forms of 
federally recognized pictured identification. I   

• Drivers license  
• Passport  
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. I   
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6. Report to the Training Unit to check-in as a Trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain relevant information on your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Resources currently assigned 
• Resources en-route and/or ordered  
• Incident facilities, types and location 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• strategies 

   

10. Identify topics, issues and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions  
• ICS Forms 
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12. Use common terminology. I   

13. Maintain appropriate span of control. I   

14. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Provide for the safety, security, welfare and accountability of 
subordinates. D-3   

16. Recognize and communicate potentially hazardous situations. D-3   

17. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

18. Verify special precautions are taken when hazards exist. D-3   

19. Use personal protective equipment (PPE) when issued. D-3   

20. Safeguard property and equipment. D-3   

21. Provide current information for the call-down roster. D-3   

22. Maintain the integrity of the call down roster of subordinates.  D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Determine if organizational structure is appropriate based on 
supervisor direction.  D-3   

24. Ensure organizational structure is ICS compliant. D-3   

• Span of control  
• Proper ICS positions 

   



DEMOBILIZATION UNIT LEADER (DMOB) 21 November 2011 

8 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

25. Ensure that subordinates are qualified to perform in assigned 
positions. D-3   

• FEMA Qualification System (FQS)  
• Non-FEMA Agency qualified 

   

26. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses  
• Issues and concerns 
• Facility needs if applicable 

   

27. Make any organizational adjustments if necessary. D-3   

28. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

29. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Consistently demonstrate professional and appropriate verbal 
communication. I   

• Use common terminology 
• Avoid slang or other confusing terminology  
• Respectful word choices 
• Be clear and concise 
• Minimize use of acronyms 

   

31. Consistently demonstrate professional and appropriate non-verbal 
communication. I   

• Practice active listening  
• Eye contact 
• Appropriate body language 

   

32. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESF) 
• Counterparts at all levels 
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33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with coworkers and immediate 
supervisor. D-3   

35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled Briefings as required D-3   

37. Brief subordinates with relevant information on their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of Incident operations (i.e., geographical, functional or 

combination of both) 
• Incident facilities, types and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right – what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure assigned tasks and expectations for the operational period 
are reasonable and accurate. D-3   

41. Hold personnel accountable for execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
Specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems reported by subordinates. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate subordinate report of 
accomplishments. D-3   

48. Ensure work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of Unit personnel status changes 
when they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   

  



21 November 2011 DEMOBILIZATION UNIT LEADER (DMOB) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 11 

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Explain how Unit’s assignments fit into the context of the bigger 
picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance  

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

59. Ensure all personnel time records are complete, accurate and 
submitted within established timeframes. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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61. Create a work environment that provides mutual respect and equal 
opportunity for all Unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences. I   

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Develop an Incident Demobilization Plan 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Estimate size and extent of demobilization. I   

• Review incident resource records 
• Identify surplus resources and probable release times 
• Communicate with incident facilities as necessary 
• Consider the need for a Demobilization facility 

   

68. Detail specific responsibilities, release priorities, and procedures 
approved by the FCO. I   

69. Establish check-out procedures in coordination with 
Finance/Administration and Logistics. I   

70. Prepare appropriate maps and instructions to be included in the 
demobilization plan as needed. I   

71. Prepare and update demobilization timeline to ensure currency. I   

72. Publish and distribute the Incident Demobilization Plan. I   
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Behavior/Activity: Coordinate demobilization with Agency Representatives 

Competency: Communication-Verbal (C4);  Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Coordinate with all Agency Representatives (AREP) to ensure all 
agency equipment and personnel are accounted for and properly 
released before departure. 

I 
  

• ESFs 
• OFAs 
• NGOs 

   

74. Establish necessary communications with off-incident facilities 
such as RRCC. I   

75. Confirm that agency has a signed Deactivation Letter (Stand Down 
letter for DOD) by the Operations Section Chief. I   

    

Behavior/Activity: Supervise the implementation of the Incident Demobilization Plan 

Competency: Planning & Organizing (C20); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Inform all Sections/Units of their specific demobilization 
responsibilities. I   

77. Monitor progress of the established demobilization timeline and 
make adjustments as necessary. I   

78. Coordinate with demobilization support elements. I   

• Finance/Administration 
• Logistics 
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Behavior/Activity: Coordinate with State or Federal counterpart in a unified planning effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Coordinate with State’s Incident Management Team (IMT) 
Demobilization Unit Leader and other appropriate State planning 
section members. 

I 
  

• Establish and maintain open and effective communications 
• Identify and promptly resolve disagreements, issues, and 

misunderstandings 
• Share critical information and contingency plans 
• Be pro-active in anticipating coordination issues early and take action 

to mitigate or resolve 
• Foster team work 

   

80. Be “participatory” - encourage the State’s participation in unit 
activities. I   

• Accommodate the State’s participation in the unit by fairly sharing 
work space when collocated or unified 

• Ensure subordinates work in a cooperative manner with State 
counterparts 

   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Negotiate time of transition. I   

82. Provide for adequate overlap to ensure efficient transfer of duties. I   

83. Brief replacement on current situation. I   

84. Ensure appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

85. Ensure an effective transition of duties is accomplished. I   

86. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

87. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

88. Submit appropriate current, accurate and complete records to 
immediate supervisor. D-3   

89. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

90. Obtain performance appraisal from supervisor. I   

91. Report to the Training Unit at completion of training assignment. I   

92. Make return travel arrangements. I   

93. Prepare final travel voucher. I   

94. Return accountable property to the Accountable Property Office 
(APO). I   

95. Submit final timesheet, appraisal form, and travel voucher. I   

96. Check out with the Automated Deployment Database (ADD). I   

97. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Demobilization Unit Leader (DMOB) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Demobilization Unit Leader (DMOB) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Demobilization Unit Leader (DMOB) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Document Unit Leader (DOCL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• Appropriate Forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH)  
• Position Task Book (PTB) 
• FEMA Acronym & Terms book (FAAT) 
• Stafford Act 
• Planning CD 
• HSIN/COP User Guide 
• FEMA Manual 5400.2 (Records management—Files Maintenance and 

Disposition) 

 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment  
• Expected working conditions  

   

3. Review and conform to Chapter 2, IMH, Common 
Responsibilities. I   

4. Ensure agency identification (badge) is current or have 2 forms of 
federally recognized pictured identification. I   

• Drivers license 
• Passport  
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. I   

6. Report to the Training Unit to check-in as a Trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain relevant information on your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Resources currently assigned 
• Resources en-route and/or ordered 
• Incident facilities, types and location 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 
• Work expectations 
• Assigned workspace 
• Security considerations 
• Safety considerations 

   

10. Identify topics, issues and concerns of potential relevance to your 
assignment. I   

  



21 November 2011 DOCUMENT UNIT LEADER (DOCL) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 7 

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS Forms 

   

12. Use common terminology. I   

13. Maintain appropriate span of control. I   

14. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Provide for the safety, security, welfare and accountability of 
subordinates. D-3   

16. Recognize and communicate potentially hazardous situations. D-3   

17. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

18. Verify special precautions are taken when hazards exist. D-3   

19. Use personal protective equipment (PPE) when issued. D-3   

20. Safeguard property and equipment. D-3   

21. Provide current information for the call-down roster. D-3   

22. Maintain the integrity of the call down roster of subordinates. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Determine if organizational structure is appropriate based on 
supervisor direction.  D-3   

24. Ensure organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

25. Ensure that subordinates are qualified to perform in assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA Agency qualified 

   

26. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs if applicable 

   

27. Make any organizational adjustments if necessary. D-3   

28. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

29. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Consistently demonstrate professional and appropriate verbal 
communication. I   

• Use common terminology 
• Avoid slang or other confusing terminology  
• Respectful word choices 
• Be clear and concise 
• Minimize use of acronyms 
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31. Consistently demonstrate professional and appropriate non-verbal 
communication. I   

• Practice active listening  
• Eye contact 
• Appropriate body language 

 

   

32. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESF) 
• Counterparts at all levels 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with coworkers and immediate 
supervisor. D-3   

35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled Briefings as required. D-3   

37. Brief subordinates with relevant information on their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of Incident operations (i.e., geographical, functional or 

combination of both) 
• Incident facilities, types and location 
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38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right – what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure assigned tasks and expectations for the operational period 
are reasonable and accurate. D-3   

41. Hold personnel accountable for execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
Specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems reported by subordinates. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate subordinate report of 
accomplishments. D-3   

48. Ensure work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of Unit personnel status changes 
when they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Explain how Unit’s assignments fit into the context of the bigger 
picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance  

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

59. Ensure all personnel time records are complete, accurate and 
submitted within established timeframes. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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61. Create a work environment that provides mutual respect and equal 
opportunity for all Unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences. I   

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Set up of the Documentation Unit work area 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Supervise the set up of the Documentation work area to facilitate 
the organization of incident files. I   

68. Ensure that duplication services for the Planning Section are 
established. I   

69. Obtain locking file cabinet for secure files storage. I   
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Behavior/Activity: Create and maintain an incident records management system in accordance with FEMA 
Manual 5400.2 (Records Management—Files Maintenance and Disposition) 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Function as File Custodian for Planning Section records and 
documents. I   

71. Ensure all sensitive records and documents are marked, secured, 
and stored in a locking file cabinet. I   

72. Maintain control and access to all Planning Section files. I   

73. Produce a back-up media for files as appropriate. I   

74. Maintain a set of easily portable critical files (mostly in electronic 
format) for rapid evacuation if the COOP is activated. I   

    

Behavior/Activity: Ensure that incident information products prepared by the Documentation Unit are 
complete and accurate 

Competency: Attention to Detail (C3) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Ensure required recurring and ad-hoc reports and documents are 
developed. I   

• Initial Operating Report (IOR) 
• Situation Report (SitRep) 
• Spot Reports (SpotRep) 
• Fact Sheet 
• Briefing Books 

   

76. Ensure preparation of the Incident Status Summary (ICS 209) as 
required. I   

77. Ensure development and maintenance of Incident Chronology. I   

78. Ensure that all reports and documents produced by the 
Documentation Unit are proofread for accuracy and correctness. I   

79. Interact with the Planning Section Chief to evaluate need to 
designate any reports or documents as FOUO. I   

  



DOCUMENT UNIT LEADER (DOCL) 21 November 2011, Revised 

14 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Behavior/Activity: Ensure that products prepared by the Documentation Unit are distributed appropriately 

Competency: Customer Focus (C6) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

80. Interact with the Situation Unit Leader to establish reporting 
schedule for all required reports and obtain approval of the 
Planning Section Chief. 

I 
  

81. Ensure required documents are posted to appropriate sites. I   

• Common drive 
• HSIN 
• SharePoint 

   

82. Ensure documents are distributed appropriately. I   

• Email 
• Hard copy 

   

    

Behavior/Activity: Record meeting minutes for official records 

Competency: Attention to Detail (C3); Communication-Written (C5) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

83. Take minutes at FCO/SCO Command and General Staff meetings 
and prepare documentation for official records. I   

• Hand written notes 
• Transcription from audio 

   

84. Take minutes at the Planning meeting and prepare documentation 
for official records. I   

85. Take minutes at other meetings as assigned and prepare 
documentation for official records. I   
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Behavior/Activity: Coordinate with State counterpart in a unified planning effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

86. Coordinate with State’s Incident Management Team (IMT) 
Documentation Unit Leader and other appropriate State planning 
section members. 

I 
  

• Establish and maintain open and effective communications 
• Identify and promptly resolve disagreements, issues, and 

misunderstandings 
• Share critical information and contingency plans 
• Be pro-active in anticipating coordination issues early and take action 

to mitigate or resolve 
• Foster team work 

   

87. Be “participatory” - encourage the State’s participation in unit 
activities. I   

• Accommodate the State’s participation in the unit by fairly sharing 
work space when collocated or unified 

• Ensure subordinates work in a cooperative manner with State 
counterparts 

   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Negotiate time of transition. I   

89. Provide for adequate overlap to ensure efficient transfer of duties. I   

90. Brief replacement on current situation. I   

91. Ensure appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

92. Ensure an effective transition of duties is accomplished. I   

93. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Publish and distribute final version of chronology, Situation 
Report, and Demobilization Plan. I   

95. Dispose of non-archived l files and materials at the close of a JFO 
and shred sensitive data. I   

96. Prepare Planning Section official files for transfer to Region. I   

• Ensure all incident records are shipped to the appropriate Region 
• Maintain a ‘chain of custody’ on all records and documents at closeout 

   

97. Submit items for the Remedial Action Management Program 
(RAMP). I   

    

Behavior/Activity: Properly check out of the incident  

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

98. Obtain performance appraisal from supervisor. I   

99. Report to the Training Unit at completion of training assignment. I   

100. Make return travel arrangements. I   

101. Prepare the final travel voucher. I   

102. Return accountable property to the Accountable Property Office 
(APO). I   

103. Submit final timesheet, appraisal form, and travel voucher. I   

104. Check out with the Automated Deployment Database (ADD). I   

105. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Document Unit Leader (DOCL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Document Unit Leader (DOCL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Document Unit Leader (DOCL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Field Observer (FOBS) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• Appropriate Forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronym & Terms book (FAAT) 
• Stafford Act 
• Planning CD 
• HSIN/COP User Guide 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, Common 
Responsibilities. I   

4. Ensure agency identification (badge) is current or have 2 forms of 
federally recognized pictured identification. I   

• Drivers license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. I   

6. Report to the Training Unit to check-in as a Trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• GPS unit 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain relevant information on your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work Expectations 
• Security considerations 
• Safety considerations 

   

10. Identify topics, issues and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS Forms 

   

12. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

14. Advise coworkers of potentially hazardous situations where 
appropriate. I   

15. Use personal protective equipment (PPE) when issued. I   

16. Safeguard property and equipment. I   

17. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

18. Consistently demonstrate professional and appropriate verbal 
communication. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Respectful word choices 
• Be clear and concise 
• Minimize use of acronyms 
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19. Consistently demonstrate professional and appropriate non-verbal 
communication. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

20. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESF) 
• Counterparts at all levels 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with coworkers and immediate 
supervisor. D-3   

23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Obtain instructions on field assignment 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Obtain briefing from immediate supervisor. I   

• Location of assignment 
• Types of information required 
• Priorities 
• Time limits for completion 
• Methods of communication 
• Reporting and data transmission schedule 
• Transportation requirements 

   

28. Attend Operations Briefing (may be by teleconference). I   

29. Obtain current Incident Action Plan (IAP) for operational 
reference. I   

    

Behavior/Activity: Observe, record, and report incident status information from personal observations 

Competency: Attention to Detail (C3); Communication - Written (C5) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Observe, record, report observed information as assigned. I   

31. Observe, record, and promptly report other information that may 
be of value to incident operations. I   

• Key infrastructure restored such as electrical power, water treatment 
facilities, major roads, medical facilities 

• Key services coming back on line such as gas stations, grocery stores, 
Wal-Mart, banks 

   

32. Immediately report any condition that may cause danger or be a 
safety hazard to personnel. I   

33. Submit daily summary of activities and findings to immediate 
supervisor. I   
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Behavior/Activity: Keep appropriate personnel informed of your location and status 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Contact the Division Supervisor or other ranking FEMA official in 
the area. I   

35. Keep immediate supervisor apprised of changes in location. I   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Find out time of transition from immediate supervisor. I   

37. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

38. Notify immediate supervisor when transition is complete. I   

    
Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Obtain performance appraisal from supervisor. I   

40. Report to the Training Unit at completion of training assignment. I   

41. Make return travel arrangements. I   

42. Prepare the final travel voucher. I   

43. Return accountable property to the Accountable Property Office 
(APO). I   

44. Submit final timesheet, appraisal form, and travel voucher. I   

45. Check out with the Automated Deployment Database (ADD). I   

46. Check out with IT Service Manager in the Communication Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Field Observer (FOBS) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Field Observer (FOBS) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Field Observer (FOBS) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Information Specialist (INSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• Appropriate Forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronym & Terms book (FAAT) 
• Stafford Act 
• Planning CD 
• HSIN/COP User Guide 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number  
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, Common 
Responsibilities. I   

4. Ensure agency identification (badge) is current or have 2 forms of 
federally recognized pictured identification. I   

• Drivers license  
• Passport  
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. I   

6. Report to the Training Unit to check-in as a Trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain relevant information on your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

10. Identify topics, issues and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions  
• ICS Forms 

   

12. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

14. Advise coworkers of potentially hazardous situations where 
appropriate.  I   

15. Use personal protective equipment (PPE) when issued. I   

16. Safeguard property and equipment. I   

17. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

18. Consistently demonstrate professional and appropriate verbal 
communication. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Respectful word choices 
• Be clear and concise 
• Minimize use of acronyms 
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19. Consistently demonstrate professional and appropriate non-verbal 
communication. I   

• Practice active listening  
• Eye contact 
• Appropriate body language 

   

20. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

21. Share current information with coworkers and immediate 
supervisor. D-3   

22. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests  

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

24. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

25. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Collect information as directed 

Competency: Analysis/Reasoning (C2); Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Collect incident specific information from various sources using 
the disaster specific information collection plan. I   

• Program areas and other Sections 
• State and federal agencies 
• Regional Response Coordination Center (RRCC) 
• Databases 
• Internet 

   

27. Evaluate and determine the validity and usefulness of the 
information. I   

28. Collect information for the jurisdictional profiles. I   

    

Behavior/Activity: Organize and analyze informational data as directed 

Competency: Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Organize raw information (e.g., databases, charts, graphs,) to 
establish a common operating picture. I   

30. Assess the validity and reliability of information. I   

31. Ensure that the information being analyzed corresponds to the 
correct reporting period. I   

32. Use data to analyze trends. I   

33. Identify relationships, patterns and trends to support decision 
making. I   

34. Identify information requiring immediate dissemination and 
determine the audience for the information. I   
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Behavior/Activity: Produce clear and accurate planning products using standardized formats as directed 

Competency: Attention to Detail (C3) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Participate in the development of the Information Collection Plan. I   

36. Provide information to assist in the development of reports, such 
as: I   

• SPOT Reports 
• Situation Reports 
• Incident Chronology 
• Strategic Timeline 
• Jurisdictional profile 

   

37. Provide information to assist the development of briefings utilizing 
Microsoft Office. I   

• Charts and graphs 
• Data tables 
• Organization charts 
• Visual aids 

   

    

Behavior/Activity: Assist in the setup and maintenance of the situation room 

Competency: Attention to Detail (C3); Customer Focus (C6) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Set up and maintain the Situation Room. I   

• Seating arrangements 
• Tent cards 
• Provide agendas and handouts as required 

   

39. Manage the schedule for use of the Situation Room. I   

40. Maintain current informational displays. I   

• Incident Objectives 
• Incident maps 
• Organization Charts 
• Planning “P” 
• Strategic Timeline 
• Meeting rules 

   

41. Ensure that audiovisual equipment is adequate and in working 
order. I   
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Find out time of transition from immediate supervisor. I   

43. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

44. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Obtain performance appraisal from supervisor. I   

46. Report to the Training Unit at completion of training assignment. I   

47. Make return travel arrangements. I   

48. Prepare the final travel voucher. I   

49. Return accountable property to the Accountable Property Office 
(APO). I   

50. Submit final timesheet, appraisal form, and travel voucher. I   

51. Check out with the Automated Deployment Database (ADD). I   

52. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Information Specialist (INSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Information Specialist (INSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Information Specialist (INSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Planning Support Unit Leader (PLSL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• Appropriate Forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronym & Terms book (FAAT) 
• Planning Field Operations Manual 9330.1 
• Planning CD 
• Stafford Act 
• HSIN/COP User Guide 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions  

   

3. Review and conform to Chapter 2, IMH, Common 
Responsibilities. I   

4. Ensure agency identification (badge) is current or have 2 forms of 
federally recognized pictured identification. I   

• Drivers license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. I   

6. Report to the Training Unit to check-in as a Trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain relevant information on your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Resources currently assigned 
• Resources en-route and/or ordered 
• Incident facilities, types and location 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• strategies 

   

10. Identify topics, issues and concerns of potential relevance to your 
assignment. I   

  



21 November 2011 PLANNING SUPPORT UNIT LEADER (PLSL) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 7 

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions  
• ICS Forms 

   

12. Use common terminology. I   

13. Maintain appropriate span of control. I   

14. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Provide for the safety, security, welfare and accountability of 
subordinates. D-3   

16. Recognize and communicate potentially hazardous situations. D-3   

17. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

18. Verify special precautions are taken when hazards exist. D-3   

19. Use personal protective equipment (PPE) when issued. D-3   

20. Safeguard property and equipment. D-3   

21. Provide current information for the call-down roster. D-3   

22. Maintain the integrity of the call down roster of subordinates. D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Determine if organizational structure is appropriate based on 
supervisor direction. D-3   

24. Ensure organizational structure is ICS compliant. D-3   

• Span of control  
• Proper ICS positions 

   

25. Ensure that subordinates are qualified to perform in assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA Agency qualified 

   

26. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses  
• Issues and concerns 
• Facility needs if applicable 

   

27. Make any organizational adjustments if necessary. D-3   

28. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

29. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Consistently demonstrate professional and appropriate verbal 
communication. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Respectful word choices 
• Be clear and concise 
• Minimize use of acronyms 
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31. Consistently demonstrate professional and appropriate non-verbal 
communication. I   

• Practice active listening  
• Eye contact 
• Appropriate body language 

   

32. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESF) 
• Counterparts at all levels 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with coworkers and immediate 
supervisor. D-3   

35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled Briefings as required. D-3   

37. Brief subordinates with relevant information on their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of Incident operations (i.e., geographical, functional or 

combination of both) 
• Incident facilities, types and location 
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38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right – what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure assigned tasks and expectations for the operational period 
are reasonable and accurate. D-3   

41. Hold personnel accountable for execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
Specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems reported by subordinates. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate subordinate report of 
accomplishments. D-3   

48. Ensure work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of Unit personnel status changes 
when they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Explain how Unit’s assignments fit into the context of the bigger 
picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

59. Ensure all personnel time records are complete, accurate and 
submitted within established timeframes. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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61. Create a work environment that provides mutual respect and equal 
opportunity for all Unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences. I   

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Obtain relevant information to develop plans 

Competency: Researching  Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Compile and update information to support plan development. I   

• Continuity of Operations Plan (COOP) 
• Strategic Plan and Timeline 
• Transition Plan 
• Closeout Plan 
• Demobilization Plan when assigned to the Demobilization Unit 
• Other Plans 

   

68. Obtain timeframes for briefings; the incident action planning cycle; 
planning and team meetings. I   

69. Coordinate with the Situation Unit to obtain current situational 
information. I   

  



21 November 2011 PLANNING SUPPORT UNIT LEADER (PLSL) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 13 

Behavior/Activity: Assemble and Publish the Incident Action Plan 

Competency: Incident Action Planning (C11); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Participate in the incident action planning process. I   

71. Oversee collection of the IAP components. I   

• Incident Objectives (ICS 202) 
• Organizational Assignment List (ICS 203) 
• Assignment List (ICS 204) 
• Incident Radio Communications Plan (ICS 205) 
• Communications List (ICS 205A) 
• Medical Plan (ICS 206) 
• Incident Organization Chart (ICS 207) 
• Safety message 
• Incident map(s) 
• Any other attachments necessary 

   

72. Assemble components into a completed IAP for approval. I   

73. Publish the approved IAP. I   

74. Provide planning support to other operational elements in IAP 
preparation as requested. I   

    

Behavior/Activity: Develop and maintain an Advance Operational Plan (AOP) in coordination with the 
Operations Section Chief (OSC) 

Competency: Analysis/Reasoning (C2); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Work with the OSC, operations personnel (federal and state) to 
determine the need to develop and AOP. D-3   

76. Work with Operations personnel (federal and state) to develop and 
maintain an AOP (when needed) identifying critical resource needs 
estimates for multiple operational periods (normally 2-7). 

D-3 
  

77. Assist operational elements with or provides analysis of 
requirements and trends identified in the AOP. D-3   
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Behavior/Activity: Assist other functional elements in the development of Incident Functional Plans when 
requested or directed 

Competency: Manage Development of Plans (C17); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

78. Provide assistance in developing and reviewing Incident 
Functional Plans. I   

• Power restoration 
• Interim housing 
• Debris management 
• Facilities plans 

   

    

Behavior/Activity: Manage development of the Incident Strategic Plan and IFPs that are assigned to the 
Planning Support Unit 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Prepare an Incident Strategic Plan and Timeline for Unified 
Coordination Group (UCG). D-3   

80. Prepare a COOP for approval by the UCG. D-3   

81. Prepare/compile the Transition Plan as needed. D-3   

    

Behavior/Activity: Document in writing all significant decisions and facts relative to activities on the Incident 

Competency: Communication-Written (C5) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Maintain a log documenting significant unit decisions relating to 
the incident. I   

83. Maintain a unit personnel log. I   

• Staff deployment and demobilization schedule 
• Rotations 
• Counseling recommendations and actions 
• Evaluation completion 

   

  



21 November 2011 PLANNING SUPPORT UNIT LEADER (PLSL) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 15 

Behavior/Activity: Coordinate with State counterpart in a unified planning effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Coordinate with State’s Incident Management Team (IMT) 
Planning Support Leader and other appropriate State planning 
section members. 

I 
  

• Establish and maintain open and effective communications 
• Identify and promptly resolve disagreements, issues, and 

misunderstandings 
• Share critical information and contingency plans 
• Be pro-active in anticipating coordination issues early and take action 

to mitigate or resolve 
• Foster team work 

   

85. Be “participatory” encourage the State’s participation in unit 
activities. I   

• Accommodate the State’s participation in the unit by fairly sharing 
work space when collocated or unified 

• Ensure subordinates work in a cooperative manner with State 
counterparts 

   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

86. Negotiate time of transition. I   

87. Provide for adequate overlap to ensure efficient transfer of duties. I   

88. Brief replacement on current situation. I   

89. Ensure appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

90. Ensure an effective transition of duties is accomplished. I   

91. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

93. Submit appropriate current, accurate and complete records to 
immediate supervisor. D-3   

94. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

95. Obtain performance appraisal from supervisor. I   

96. Report to the Training Unit at completion of training assignment. I   

97. Make return travel arrangements. I   

98. Prepare the final travel voucher. I   

99. Return accountable property to the Accountable Property Office 
(APO). I   

100. Submit final timesheet, appraisal form, and travel voucher. I   

101. Check out with the Automated Deployment Database (ADD). I   

102. Check out with the IT Service Manager in the Communication 
Unit. I   

 



21 November 2011 PLANNING SUPPORT UNIT LEADER (PLSL) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 17 

• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Planning Support Unit Leader (PLSL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Planning Support Unit Leader (PLSL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Planning Support Unit Leader (PLSL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Planning Specialist (PLSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 





21 November 2011 PLANNING SPECIALIST (PLSP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 1 

FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• Appropriate Forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB)  
• FEMA Acronym & Terms book (FAAT) 
• Planning Field Operations Guide 
• Stafford Act 
• Planning CD 
• HSIN/COP User Guide 
• Property issued for use on the incident including appropriate hand 

receipts for accountable property 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions  

   

3. Review and conform to Chapter 2, IMH, Common 
Responsibilities. I   

4. Ensure agency identification (badge) is current or have 2 forms of 
federally recognized pictured identification. I   

• Drivers license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. I   

6. Report to the Training Unit to check-in as a Trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain relevant information on your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 

   

10. Identify topics, issues and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of knowledge of ICS. I   

• Organization structure 
• Principles 
• Positions 
• ICS Forms 

   

12. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

14. Advise coworkers of potentially hazardous situations where 
appropriate. I   

15. Use personal protective equipment (PPE) when issued. I   

16. Safeguard property and equipment. I   

17. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

18. Consistently demonstrate professional and appropriate verbal 
communication. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Respectful word choices 
• Be clear and concise 
• Minimize use of acronyms 
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19. Consistently demonstrate professional and appropriate non-verbal 
communication. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

20. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

21. Share current information with coworkers and immediate 
supervisor. D-3   

22. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

24. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

25. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Assist the Planning Support Unit Leader in developing the Incident Action Plan (IAP) 

Competency: Incident Action Planning (C11); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Attend and take notes at FCO/SCO (Command and General Staff 
meeting) Meeting and Planning Meeting as directed. I   

27. Attend the Operations Tactics Meeting and take notes as directed. I   

28. Gather IAP inputs. I   

• Medical Plan (ICS 206) 
• Incident Briefing (ICS 201) 
• Incident Status Summary (ICS 209) 
• Incident Objectives (ICS 202) 
• Organization Assignment List (ICS 203) 
• Assignment List (ICS 204) 
• Incident Radio Communications Plan (ICS 205) 
• Incident Organization Chart (ICS 207) 
• Operational Planning Worksheet (ICS 215) 

   

29. Assemble IAP inputs in appropriate IAP sequence and format. I   

30. Convert document to PDF format. I   

31. Ensure IAP is reviewed by Planning Support Unit Leader prior to 
the Planning Meeting. I   

32. Make adjustments to IAP per direction of the Unified Coordination 
Group (UCG) at the Planning Meeting. I   

33. Publish the IAP In coordination with the Documentation Unit 
Leader, once approved by the UCG. I   

34. Distribute the IAP as directed. I   

    

Behavior/Activity: Assist the Planning Support Unit Leader in producing and maintaining the Strategic Plan 

Competency: Manage Development of Plans (C17); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Prepare the draft Strategic Plan as directed by the Planning Support 
Unit Leader. D-3   

36. Prepare, display, and maintain Strategic Timeline as milestones 
and goals are established. D-3   

37. Gather Strategic Staffing Projection input from incident 
organization elements and staffing pattern data from ADD. D-3   
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38. Assemble and publish the Strategic Plan. D-3   

39. Update Strategic Plan as needed. D-3   

 
Behavior/Activity: Assist other incident organization elements to develop contingency, transition and other 

plans as directed by the Planning Support Unit Leader 
Competency: Manage Development of Plans (C17); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. As directed by the Planning Support Unit Leader, assist other 
incident organization elements develop plans. I   

• Provide examples, formats, and planning aids as required 
• Attend and/or facilitate section, unit, or team planning meetings 
• Assist in the development and writing of plans as required 

   

41. Assist PLSL publish and distribute plans in a timely manner. I   

• Coordinate publication with Documentation Unit Leader    

    

Behavior/Activity: Support the Planning Support Unit Leader in the position as the Remedial Action 
Coordinator for the Remedial Action Management Program (RAMP) 

Competency: Attention to Detail (C3); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Coordinate all Hot wash activities with the Facilitator. I   

43. Survey Sections and determine need, if any, for functional hot 
washes. I   

44. Request facilitator by name through ADD. I   

45. Provide appropriate incident information for facilitator to complete 
logistical arrangements. I   

46. Finalize hot wash agenda, schedule meeting room, appoint 
recorders, and extend invitations. I   

47. Identify team members and OFA personnel who may have 
departed the venue and make notifications. I   

48. Distribute RAMP forms and collect completed input forms. I   

49. Categorize all issues, lessons learned and smart practices. I   

50. Assist Facilitator in preparing final RAMP report. I   
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Behavior/Activity: As directed by the Planning Support Unit Leader work with State’s Incident Management 
Team Planning Section members 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Establish and maintain open and effective communications. I   

52. Identify and promptly report disagreements, issues, and 
misunderstandings to the Planning Support Unit Leader. I   

53. Share critical information and contingency plans as directed by the 
Planning Support Unit Leader. I   

54. Be pro-active in anticipation coordination issues early and take 
action as directed by the Planning Support Unit Leader to mitigate 
or resolve. 

I 
  

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

55. Find out time of transition from immediate supervisor. I   

56. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

57. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident  

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

58. Obtain performance appraisal from supervisor. I   

59. Report to the Training Unit at completion of training assignment. I   

60. Make return travel arrangements. I   

61. Prepare the final travel voucher. I   

62. Return accountable property to the Accountable Property Office 
(APO). I   

63. Submit final timesheet, appraisal form, and travel voucher. I   

64. Check out with the Automated Deployment Database (ADD). I   

65. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Planning Specialist (PLSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Planning Specialist (PLSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Planning Specialist (PLSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Planning Section Chief Type I (PSC1) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain information prior to deployment. I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions  

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

2. Obtain relevant situational information on your assignment. I   

• Resources currently assigned to Section 
• Resources en-route and/or ordered for Section 
• Incident facilities, types and location 
• Incident objectives 
• Governor’s guidance 
• State Emergency Management Agency guidance 
• Political issues and sensitivities 
• Staging areas, camps, area field offices and other incident facilities 
• Information from other personnel responsible for the section or area of 

responsibility prior to your arrival, if applicable 
• Review FEMA/State Agreement if approved 

   

3. Obtain initial direction from the immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 
• Current State and local priorities 
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4. Identify issues and concerns of potential relevance to your 
assignment. I   

5. Attend and participate in the initial IMAT meeting. I   

• Current incident status 
• Obtain immediate supervisor priorities and expectations for the IMAT 
• Review roles and responsibilities of IMAT members 
• Resource ordering procedures 
• Public information strategy 
• Planning, logistics, and finance/admin procedures 
• Jurisdictional limitations, concerns and restrictions 
• Safety and security concerns 
• Special incident considerations 
• Obtain schedule for briefings and meetings 

   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

6. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS Forms. I   

7. Maintain appropriate span of control. I   

8. Use common terminology. I   

9. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Provide for the safety, welfare and accountability of all Section 
personnel. D-1   

11. Recognize potentially hazardous situations. D-1   

12. Communicate potentially hazardous situations. D-1   

13. Use personal protective equipment (PPE) as issued. D-1   

14. Safeguard property and equipment. D-1   
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15. Provide current information for the call-down roster. D-1   

16. Maintain the integrity of the call down roster. D-1   

17. Verify special precautions are taken when hazards exist. D-1   

18. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-1   

19. Notify the Safety Officer of any accidents. D-1   

    

Behavior/Activity: Gather, update, and apply situational information relevant to the incident 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

20. Attend and facilitate initial team meeting with FCO and Command 
& General staff. I   

• Create agenda for initial team meeting 
• Current incident status 
• Obtain FCO/Team Leader priorities and expectations 
• Initial incident resource requirements 
• Review roles and responsibilities of team members 
• Ordering procedures 
• Public information strategy 
• Planning, logistics, and finance/admin agreements and procedures 
• Jurisdictional limitations, concerns and restrictions 
• Safety and security concerns 
• Special incident considerations 
• Coordinate with OSC and FCO to set timeframes for briefings; the 

incident action planning cycle; planning and team meetings 

   

21. Collect information from Planning Section Chief or other 
personnel responsible for the incident prior to your arrival. I   

• Status of incident and assigned resources 
• Current Unit status 
• Information on incident facilities such as JFO, Staging Areas, camps, 

Area Field Offices and other incident facilities 
• Critical infrastructure 
• Essential elements of information (EEI) 

   

22. Continuously monitor and evaluate the current situation. I   

• Notify the Operations Section Chief if information indicates IAP is not 
meeting incident objectives 

• Identify concerns and issues 
• Keep key incident management personnel informed 
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23. Keep Command and General staff informed. D-1   

• Current information 
• Significant changes 
• Significant decision and actions 

   

24. Provide the Situation Unit Leader with Section information for 
situation report (SitRep). D-1   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Consistently demonstrate professional and appropriate verbal 
communication. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Respectful word choices 
• Be clear and concise 
• Minimize use of acronyms 

   

26. Consistently demonstrate professional and appropriate non-verbal 
communication. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

27. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESF) 
• Counterparts at all levels 

   

28. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

29. Share current information with coworkers and immediate 
supervisor. I   
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30. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests  

   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Exhibit principles of duty, integrity, and respect. D-1   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

32. Provide subordinates with how their assignments support the 
overall management of the incident. D-1   

33. Establish work assignments and set priorities. D-1   

34. Ensure effective coordination among units within the Section. D-1   

35. Take corrective action when problems arise. D-1   

36. Establish and communicate basic work guidelines. D-1   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

37. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-1   
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38. Provide continuous feedback on performance. D-1   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

39. Ensure that personnel receive needed training and coaching. D-1   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

40. Ensure all personnel time records are complete, accurate and 
submitted within established timeframes. D-1   

41. Prepare and discuss formal performance evaluations. D-1   

42. Create a work environment that provides mutual respect and equal 
opportunity for Section personnel. D-1   

43. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-1   

44. Monitor employee performance to assess the need for possible rest 
or rotation. D-1   

45. Write performance appraisals and discuss the results with direct 
reports. D-1   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

47. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

48. Cultivate professional relationships with coworkers and others to 
exchange information and work effectively. I   

49. Represent FEMA in a professional manner when working with 
internal and external parties. I   

50. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Coordinate with State to establish a unified planning effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Coordinate with State’s Incident Management Team (IMT) 
Planning Section Chief and other appropriate State IMT members. I   

• Establish and maintain open and effective communications 
• Identify and promptly resolve disagreements, issues, and 

misunderstandings 
• Share critical information and contingency plans 
• Be pro-active in anticipating coordination issues early and take action 

to mitigate or resolve 
• Foster team work 

   

52. Unify with the State’s planning section if possible, to facilitate the 
development of a single, joint IAP. I   

• If unification is not possible, at minimum, collocate in the same facility 
• Be “participatory” - encourage the State’s participation in incident 

action planning and problem solving 
• Accommodate the State’s participation in planning section by fairly 

sharing work space 
• Ensure unit leaders work in a cooperative manner with State 

counterparts 

   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Determine if organizational structure is appropriate. D-1   

• Size and complexity of the incident 
• Support needs of other functions 
• Coordination needs at the State level 
• Incident objectives and immediate supervisor direction 
• Emergency Support Functions (ESF) assigned 
• Coordination needs at the State and Local level 

   

54. Ensure organizational structure is ICS compliant. D-1   

• Span of control 
• Unity of Command  
• Proper ICS positions 
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55. Review the Incident Action Plan (IAP), other relevant plans, or 
Resources Unit records to identify resources assigned. D-1   

• Location and status of assigned resources 
• Resource identifier, if assigned (i.e. Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

56. Check to ensure subordinates are qualified to perform in assigned 
positions. D-1   

• FEMA Qualification System (FQS) 
• Non-FEMA Agency qualified 

   

57. Discuss findings and recommendations with the immediate 
supervisor as necessary. D-1   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs if applicable 

   

58. Make any organizational adjustments necessary. D-1   

59. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-1   

60. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-1   

    

Behavior/Activity: Establish and maintain the incident action planning process 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

61. Establish and maintain an incident planning cycle as agreed to at 
the initial briefing. I   

• Post planning cycle (Planning “P”) in appropriate places 
• Disseminate the planning cycle to the FCO/Team leader, Command & 

General staff, and other appropriate personnel 

   

62. Ensure Planning Section personnel participation in appropriate 
incident action planning process. I   
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Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Anticipate the Section’s support to Operations for the next 
operational period.  D-1   

64. Determine Section’s support capabilities based on anticipated 
needs. D-1   

65. Ensure Section’s participation in the Operations Tactics Meeting 
when Section’s support is required. D-1   

• Discuss with OSC if Section’s attendance is required 
• Identify additional Section resources needed to support the next O-

period plan 
• If shortfalls exist, communicate to OSC 

   

66. Attend the Command and General Staff Planning meeting. D-1   

• Review IAP 
• Recommend corrections/adjustments to the IAP 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Attend scheduled briefings as required. D-1   

68. Brief direct reports on details on the Section’s support to the IAP 
following the Operations briefing. D-1   

• Remind direct reports that all supervisory personnel need to be briefed 
• Ensure assignments are clear and provide additional information 

needed 
• Discuss special safety considerations or situations 
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69. Debrief your immediate staff at the end of the operational period to 
gather information. D-1   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right – what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

70. Brief immediate supervisor on results of debriefings. D-1   

    

Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Participate in the preparation of incident plans. D-1   

• Strategic Plan 
• Functional Plans 
• Demobilization Plan 
• Evacuation Plans (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

72. Solicit input from appropriate section personnel during the plan 
development and provide them an opportunity to review the draft 
document. 

D-1 
  

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Ensure assigned tasks and expectations for the operational period 
are reasonable and accurate. D-1   

74. Hold personnel accountable for execution of assigned tasks. D-1   

75. Delegate specific authority based on the assigned tasks to assigned 
Specialists. D-1   
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76. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-1   

77. Request additional resources or release surplus resources. D-1   

78. Make appropriate decisions and/or adjustments based on analyzed 
and validated information.  D-1   

79. Gather and analyze information to validate subordinate report of 
accomplishments. D-1   

80. Ensure work completed is consistent with direction, policy, and 
incident objectives. D-1   

• Immediate supervisor direction 
• FEMA policies 

   

81. Keep assigned personnel informed of changes. D-1   

82. Notify Resources Unit Leader of all resource status changes when 
they occur. D-1   

    

Behavior/Activity:  Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

83. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-1   

84. Share critical information with state, tribal and local officials. D-1   

85. Take early action to mitigate or resolve coordination issues. D-1   

86. Foster team work and emphasize a unified approach. D-1   

    

Behavior/Activity: Document in writing all significant decisions and facts relative to activities on the Incident 

Competency: Communication-Written (C5) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

87. Maintain a log documenting significant decisions relating to the 
incident. 
• Activity Log (ICS 214) 

I 
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88. Maintain a personnel log. I   

• Staff deployment and demobilization schedule 
• Rotations 
• Counseling recommendations and actions 
• Evaluation completion 

   

    

Behavior/Activity: Ensure the situation room is set-up and maintained 

Competency: Attention to Detail (C3); Customer Focus (C6) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Ensure that situation room is well organized and the required 
resources are in-place before each meeting. I   

• Large incident map with date and time 
• Incident objectives 
• Poster-size or digitally displayed (LCD) Operational Planning 

Worksheet (ICS 215) 
• Planning meeting agenda 
• LCD projector/computer, screen, video conferencing equipment, 

microphone, speaker phone, television and VCR (optional) 
• Other applicable status displays 
• Flip charts and felt-tip markers 
• White boards when available 

   

90. De-conflict usage of the situation room when necessary. I   

    

Behavior/Activity: Facilitate incident action planning and other meetings as required 

Competency: Interpersonal Skills (C14); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Facilitate the Command & General staff meeting. I   

• Review and update Unified Coordination Group (UCG) objectives 
• Present current situation or delegate to Situation Unit Leader 
• Facilitate round-robin discussion regarding current status, shortfalls, 

limitations, constraints and concerns 
• Facilitate an open discussion 
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92. Facilitate the Planning meeting. I   

• Prepare the meeting room 
• Maintain an accurate incident map depicting the current information 

and resource status information including points of distribution (POD), 
division boundaries, and incident facilities 

• Publish and distribute meeting agenda 
• Ensure support presentations are prepared by Planning Section 

personnel and duplicate as necessary 
• Facilitate the meeting in order to ensure the IAP meets incident 

objectives, Obtain Command & General staff commitment to support 
the plan, and Obtain FCO/Team Leader approval 

   

93. Facilitate other meetings as required. I   

• Transition meeting 
• Operations briefing 
• Contingency planning 
• Close out meetings 

   

    

Behavior/Activity: Ensure the IAP is developed, published, and distributed within established timeframes 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Assist operations elements with the preparation of the ICS 215) as 
necessary/requested in preparation for the operations tactics 
meeting. 

D-1 
  

95. Ensure Planning Section participation at the operations tactics 
meeting to assist in and document the completion of the ICS 215 
for development of Assignment List (ICS 204). 

D-1 
  

96. Ensure the Resources Unit Leader develops the additional resource 
orders and places them with Ordering Unit Leader. D-1   

97. Supervise the assembly of information into a draft IAP in 
preparation for review at the planning meeting. D-1   

98. Ensure components of the IAP required from other organization 
elements, such as safety message, communications plan, medical 
plan, transportation plan, air operations summary and other special 
messages are collected and included. 

D-1 
  

99. Obtain commitment from the Command & General staff to support 
the draft IAP at the planning meeting. D-1   

100. Revise the draft IAP as appropriate based on input from planning 
meeting. D-1   

101. Obtain approval/signature of FCO/Team Leader. D-1   
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102. Ensure the approved IAP is published and distributed as 
appropriate. D-1   

• Hard copy,  
• Email,  
• HSIN etc. 

   

    

Behavior/Activity: Manage the development of plans and assist other organizational elements as requested 

Competency: Manage Development of Plans (C17); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

103. Supervise the development of plans I   

• Advanced Operations Plan (AOP) 
• Incident Functional Plans 
• COOP 
• Transition Plan 
• Demobilization Plan 
• Strategic Plan and Timeline 
• Other IFPs as requested 

   

104. Assist other organization elements in developing Incident 
Functional Plans as requested. I   

    

Behavior/Activity: Ensure required/requested reports, briefings and geospatial information products are 
complete, accurate and distributed appropriately 

Competency: Attention to Detail (C3) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

105. Ensure Incident Status Summary (ICS 209) is accurate and 
complete and distributed within established timeframes. D-1   

106. Ensure other reports are accurate and complete and distributed 
within established timeframes. 
• Disaster Summary (DISUM), 
• Initial Operating Report (IOR) 
• Fact Sheet 

D-1 

  

107. Assist and support GIS Unit Leader to acquire and configure 
necessary server. D-1   
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108. Provide for a quality assurance review of all Planning products 
prior to dissemination. D-1   

• Accuracy 
• Timeliness 
• Completeness 

   

    

Behavior/Activity: Direct the use of information systems as appropriate 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

109. Emphasize the consistent use of FEMA-approved information 
systems for information collection and dissemination. I   

110. Utilize other systems to best meet incident information needs and 
reporting requirements. I   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

111. Negotiate time of transfer. I   

112. Provide for adequate overlap to ensure efficient transfer of duties. I   

113. Brief replacement on current situation. I   

114. Ensure appropriate information is up-to-date. I   

115. Ensure an effective transfer of duties is accomplished. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

116. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

117. Ensure that closeout records are current, accurate, and complete. D-3   

• Chronology 
• Situation Report 
• Demobilization Plan 

   

118. Oversee disposal of non-archived files and materials and shred 
sensitive data. I   

119. Transfer official files to appropriate Region. I   

120. Maintain a “chain of custody’” on all records and documents at 
closeout I   

121. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

122. Obtain performance appraisal from supervisor. I   

123. Make return travel arrangements. I   

124. Prepare the final travel voucher. I   

125. Return accountable property to the Accountable Property Office 
(APO). I   

126. Submit final timesheet, appraisal form, and travel voucher. I   

127. Check out with the Automated Deployment Database (ADD). I   

128. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Planning Section Chief Type I (PSC1) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Planning Section Chief Type I (PSC1) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Planning Section Chief Type I (PSC1) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Planning Section Chief Type II (PSC2) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed during the first 72 hours of 
the assignment in a personal go-kit. E   

• Current Program Guidance 
• Appropriate Forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 
• Stafford Act 
• Planning CD 
• HSIN/COP User Guide 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment  
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions  

   

3. Review and conform to Common Responsibilities (Chapter 2, 
IMH). I   

4. Ensure agency identification (badge) is current or have two (2) 
forms of federally recognized pictured identification. I   

• Drivers license 
• Passport 
• Federal/State agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. I   

6. Report to the Training Unit to check-in as a Trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain relevant situational information on your assignment. I   

• Resources currently assigned to Section 
• Resources en-route and/or ordered for Section 
• Incident facilities, types and location 
• Incident objectives 
• Governor’s guidance 
• State Emergency Management Agency guidance 
• Political issues and sensitivities 
• Staging areas, camps, area field offices and other incident facilities 
• Information from other personnel responsible for the section or area of 

responsibility prior to your arrival, if applicable 
• Review FEMA/State Agreement if approved 

   

9. Obtain initial direction from the immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 
• Current State and local priorities 

   

10. Identify issues and concerns of potential relevance to your 
assignment. I   
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11. Attend and participate in the initial IMAT meeting. I   

• Current incident status 
• Obtain immediate supervisor priorities and expectations for the IMAT 
• Review roles and responsibilities of IMAT members 
• Resource ordering procedures 
• Public information strategy 
• Planning, logistics, and finance/admin procedures 
• Jurisdictional limitations, concerns and restrictions 
• Safety and security concerns 
• Special incident considerations 
• Obtain schedule for briefings and meetings 

   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS Forms. I   

13. Maintain appropriate span of control. I   

14. Use common terminology. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, welfare and accountability of all Section 
personnel. D-2   

17. Recognize potentially hazardous situations. D-2   

18. Communicate potentially hazardous situations. D-2   

19. Use personal protective equipment (PPE) as issued. D-2   

20. Safeguard property and equipment. D-2   

21. Provide current information for the call-down roster. D-2   

22. Maintain the integrity of the call down roster. D-2   
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23. Verify special precautions are taken when hazards exist. D-2   

24. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-2   

25. Notify the Safety Officer of any accidents. D-2   

    

Behavior/Activity: Gather, update, and apply situational information relevant to the incident 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Attend and facilitate initial team meeting with FCO and Command 
& General staff. I   

• Create agenda for initial team meeting 
• Current incident status 
• Obtain FCO/Team Leader priorities and expectations 
• Initial incident resource requirements 
• Review roles and responsibilities of team members 
• Ordering procedures 
• Public information strategy 
• Planning, logistics, and finance/admin agreements and procedures 
• Jurisdictional limitations, concerns and restrictions 
• Safety and security concerns 
• Special incident considerations 
• Coordinate with OSC and FCO to set timeframes for briefings; the 

incident action planning cycle; planning and team meetings 

   

27. Collect information from Planning Section Chief or other 
personnel responsible for the incident prior to your arrival. I   

• Status of incident and assigned resources 
• Current Unit status 
• Information on incident facilities such as JFO, Staging Areas, camps, 

Area Field Offices and other incident facilities 
• Critical infrastructure 
• Essential elements of information (EEI) 

   

28. Continuously monitor and evaluate the current situation. I   

• Notify the Operations Section Chief if information indicates IAP is not 
meeting incident objectives 

• Identify concerns and issues 
• Keep key incident management personnel informed 
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29. Keep command and general staff informed. D-2   

• Current information 
• Significant changes 
• Significant decision and actions 

   

30. Provide the Situation Unit Leader with Section information for 
situation report (SitRep). D-2   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Consistently demonstrate professional and appropriate verbal 
communication. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Respectful word choices 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Consistently demonstrate professional and appropriate non-verbal 
communication. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESF) 
• Counterparts at all levels 

   

34. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

35. Share current information with coworkers and immediate 
supervisor. I   
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36. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    
Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Exhibit principles of duty, integrity, and respect. D-2   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

38. Provide subordinates with how their assignments support the 
overall management of the incident. D-2   

39. Establish work assignments and set priorities. D-2   

40. Take corrective action when problems arise. D-2   

41. Establish and communicate basic work guidelines. D-2   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

42. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-2   

43. Provide continuous feedback on performance. D-2   

• Recognize and document superior performance 
• Take corrective action and document poor performance 
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44. Ensure that personnel receive needed training and coaching. D-2   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

45. Ensure all personnel time records are complete, accurate and 
submitted within established timeframes. D-2   

46. Prepare and discuss formal performance evaluations. D-2   

47. Create a work environment that provides mutual respect and equal 
opportunity for Section personnel. D-2   

48. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-2   

49. Monitor employee performance to assess the need for possible rest 
or rotation. D-2   

50. Write performance appraisals and discuss the results with direct 
reports. D-2   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

52. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

53. Cultivate professional relationships with coworkers and others to 
exchange information and work effectively. I   

54. Represent FEMA in a professional manner when working with 
internal and external parties. I   

55. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Coordinate with State to establish a unified planning effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Coordinate with State’s Incident Management Team (IMT) 
Planning Section Chief and other appropriate State IMT members. I   

• Establish and maintain open and effective communications 
• Identify and promptly resolve disagreements, issues, and 

misunderstandings 
• Share critical information and contingency plans 
• Be pro-active in anticipating coordination issues early and take action 

to mitigate or resolve 
• Foster team work 

   

57. Unify with the State’s planning section if possible, to facilitate the 
development of a single, joint IAP. I   

• If unification is not possible, at minimum, collocate in the same facility 
• Be “participatory” - encourage the State’s participation in incident 

action planning and problem solving 
• Accommodate the State’s participation in planning section by fairly 

sharing work space 
• Ensure unit leaders work in a cooperative manner with State 

counterparts 

   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

58. Determine if organizational structure is appropriate. D-2   

• Incident objectives and immediate supervisor direction 
• Emergency Support Functions (ESF) assigned 
• Coordination needs at the State and Local level 

   

59. Ensure organizational structure is ICS compliant. D-2   

• Span of control 
• Unity of Command 
• Proper ICS positions 
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60. Review the Incident Action Plan (IAP), other relevant plans, or 
Resources Unit records to identify resources assigned. D-2   

• Location and status of assigned resources 
• Resource identifier, if assigned (i.e. Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

61. Check to ensure subordinates are qualified to perform in assigned 
positions. D-2   

• FEMA Qualification System (FQS) 
• Non-FEMA Agency qualified 

   

62. Discuss findings and recommendations with the immediate 
supervisor as necessary. D-2   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs if applicable 

   

63. Make any organizational adjustments necessary. D-2   

64. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-2   

65. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-2   

    

Behavior/Activity: Establish and maintain the incident action planning process 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

66. Establish and maintain an incident planning cycle as agreed to at 
the initial briefing. I   

• Post planning cycle (Planning “P”) in appropriate places 
• Disseminate the planning cycle to the FCO/Team leader, Command & 

General staff, and other appropriate personnel 

   

67. Ensure Planning Section personnel participation in appropriate 
incident action planning process. I   
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Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

68. Anticipate the Section’s support to Operations for the next 
operational period. D-2   

69. Determine Section’s support capabilities based on anticipated 
needs. D-2   

70. Ensure Section’s participation in the Operations Tactics Meeting 
when Section’s support is required. D-2   

• Discuss with OSC if Section’s attendance is required 
• Identify additional Section resources needed to support the next O-

period plan 
• If shortfalls exist, communicate to OSC  

   

71. Attend the Command and General Staff Planning meeting. D-2   

• Review IAP 
• Recommend corrections/adjustments to the IAP 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Attend scheduled briefings as required. D-2   

73. Brief direct reports on details on the Section’s support to the IAP 
following the Operations briefing. D-2   

• Remind direct reports that all supervisory personnel need to be briefed 
• Ensure assignments are clear and provide additional information 

needed 
• Discuss special safety considerations or situations 
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74. Debrief your immediate staff at the end of the operational period to 
gather information. D-2   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right – what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

75. Brief immediate supervisor on results of debriefings. D-2   

    

Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Participate in the preparation of incident plans. D-2   

• Strategic Plan 
• Functional Plans 
• Demobilization Plan 
• Evacuation Plans (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

77. Solicit input from appropriate section personnel during the plan 
development and provide them an opportunity to review the draft 
document. 

D-2 
  

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

78. Ensure assigned tasks and expectations for the operational period 
are reasonable and accurate. D-2   

79. Hold personnel accountable for execution of assigned tasks. D-2   

80. Delegate specific authority based on the assigned tasks to assigned 
Specialists. D-2   



PLANNING SECTION CHIEF TYPE II (PSC2) 21 November 2011 

16  FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

81. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-2   

82. Request additional resources or release surplus resources. D-2   

83. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-2   

84. Gather and analyze information to validate subordinate report of 
accomplishments. D-2   

85. Ensure work completed is consistent with direction, policy, and 
incident objectives. D-2   

• Immediate supervisor direction 
• FEMA policies 

   

86. Keep assigned personnel informed of changes. D-2   

87. Notify Resources Unit Leader of all resource status changes when 
they occur. D-2   

    

Behavior/Activity:  Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-2   

89. Share critical information with state, tribal and local officials. D-2   

90. Take early action to mitigate or resolve coordination issues. D-2   

91. Foster team work and emphasize a unified approach. D-2   

    

Behavior/Activity: Document in writing all significant decisions and facts relative to activities on the incident 

Competency: Communication-Written (C5) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Maintain a log documenting significant decisions relating to the 
incident. 
• Activity Log (ICS 214) 

I 
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93. Maintain a personnel log. I   

• Staff deployment and demobilization schedule 
• Rotations 
• Counseling recommendations and actions 
• Evaluation completion 

   

    

Behavior/Activity: Ensure the situation room is set-up and maintained 

Competency: Attention to Detail (C3); Customer Focus (C6) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Ensure that situation room is well organized and the required 
resources are in-place before each meeting. I   

• Large incident map with date and time 
• Incident objectives 
• Poster-size or digitally displayed (LCD) Operational Planning 

Worksheet (ICS 215) 
• Planning meeting agenda 
• LCD projector/computer, screen, video conferencing equipment, 

microphone, speaker phone, television and VCR (optional) 
• Other applicable status displays 
• Flip charts and felt-tip markers 
• White boards when available 

   

95. De-conflict usage of the situation room when necessary. I   

    

Behavior/Activity: Facilitate incident action planning and other meetings as required 

Competency: Interpersonal Skills (C14); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

96. Facilitate the Command & General staff meeting. I   

• Review and update Unified Coordination Group (UCG) objectives 
• Present current situation or delegate to Situation Unit Leader 
• Facilitate round-robin discussion regarding current status, shortfalls, 

limitations, constraints and concerns 
• Facilitate an open discussion 
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97. Facilitate the Planning meeting. I   

• Prepare the meeting room 
• Maintain an accurate incident map depicting the current information 

and resource status information including points of distribution (POD), 
division boundaries, and incident facilities 

• Publish and distribute meeting agenda 
• Ensure support presentations are prepared by Planning Section 

personnel and duplicate as necessary 
• Facilitate the meeting in order to ensure the IAP meets incident 

objectives, Obtain Command & General staff commitment to support 
the plan, and Obtain FCO/Team Leader approval 

   

98. Facilitate other meetings as required. I   

• Transition meeting 
• Operations briefing 
• Contingency planning 
• Close out meetings 

   

    

Behavior/Activity: Ensure the IAP is developed, published, and distributed within established timeframes 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

99. Assist operations elements with the preparation of the ICS 215 as 
necessary/requested in preparation for the operations tactics 
meeting. 

D-2 
  

100. Ensure Planning Section participation at the operations tactics 
meeting to assist in and document the completion of the ICS 215 
for development of Assignment List (ICS 204). 

D-2 
  

101. Ensure the Resources Unit Leader develops the additional resource 
orders and places them with Ordering Unit Leader. D-2   

102. Supervise the assembly of information into a draft IAP in 
preparation for review at the planning meeting. D-2   

103. Ensure components of the IAP required from other organization 
elements, such as safety message, communications plan, medical 
plan, transportation plan, air operations summary and other special 
messages are collected and included. 

D-2 
  

104. Obtain commitment from the Command & General staff to support 
the draft IAP at the planning meeting. D-2   

105. Revise the draft IAP as appropriate based on input from planning 
meeting. D-2   

106. Obtain approval/signature of FCO/Team Leader. D-2   
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107. Ensure the approved IAP is published and distributed as 
appropriate. D-2   

• Hard copy 
• Email 
• HSIN 

   

    

Behavior/Activity: Manage the development of plans and assist other organizational elements as requested 

Competency: Manage Development of Plans (C17); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

108. Supervise the development of plans. I   

• Advanced Operations Plan (AOP) 
• Incident Functional Plans 
• COOP 
• Transition Plan 
• Demobilization Plan 
• Strategic Plan and Timeline 
• Other IFPs as requested 

   

109. Assist other organization elements in developing Incident 
Functional Plans as requested. I   

    

Behavior/Activity: Ensure required/requested reports, briefings and geospatial information products are 
complete, accurate and distributed appropriately 

Competency: Knowledge of Program & Technical Protocols (C15); Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

110. Ensure Incident Status Summary (ICS 209) is accurate and 
complete and distributed within established timeframes. D-2   

111. Ensure other reports are accurate and complete and distributed 
within established timeframes. 
• Disaster Summary (DISUM) 
• Initial Operating Report (IOR) 
• Fact Sheet. 

D-2 

  

112. Assist and support GIS Unit Leader to acquire and configure 
necessary server. D-2   
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113. Provide for a quality assurance review of all Planning products 
prior to dissemination. D-2   

• Accuracy 
• Timeliness 
• Completeness 

   

    

Behavior/Activity: Direct the use of information systems as appropriate 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

114. Emphasize the consistent use of FEMA-approved information 
systems for information collection and dissemination. I   

115. Utilize other systems to best meet incident information needs and 
reporting requirements. I   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

116. Negotiate time of transfer. I   

117. Provide for adequate overlap to ensure efficient transfer of duties. I   

118. Brief replacement on current situation. I   

119. Ensure appropriate information is up-to-date. I   

120. Ensure an effective transfer of duties is accomplished. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

121. Obtain performance appraisal from supervisor. I   

122. Report to the Training Unit upon completion of training 
assignment. I   

123. Make return travel arrangements. I   

124. Prepare the final travel voucher. I   

125. Return accountable property to the Accountable Property Office 
(APO). I   

126. Submit final timesheet, appraisal form, and travel voucher. I   

127. Check out with the Automated Deployment Database (ADD). I   

128. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Planning Section Chief Type II (PSC2) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Planning Section Chief Type II (PSC2) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 



PLANNING SECTION CHIEF TYPE II (PSC2) 21 November 2011 

26  FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Planning Section Chief Type II (PSC2) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Planning Section Chief Type III (PSC3) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed during the first 72 hours of 
the assignment in a personal go-kit  E   

• Current Program Guidance 
• Appropriate Forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronym & Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions  

   

3. Review and conform to Common Responsibilities (Chapter 2, 
IMH). I   

4. Ensure agency identification (badge) is current or have two (2) 
forms of federally recognized pictured identification. I   

• Drivers license 
• Passport 
• Federal/State agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. I   

6. Report to the Training Unit to check-in as a Trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain relevant situational information on your assignment. I   

• Resources currently assigned to Section 
• Resources en-route and/or ordered for Section 
• Incident facilities, types and location 
• Incident objectives 
• Governor’s guidance 
• State Emergency Management Agency guidance 
• Political issues and sensitivities 
• Staging areas, camps, area field offices and other incident facilities 
• Information from other personnel responsible for the section or area of 

responsibility prior to your arrival, if applicable 
• Review FEMA/State Agreement if approved 

   

9. Obtain initial direction from the immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 
• Current State and local priorities 

   

10. Identify issues and concerns of potential relevance to your 
assignment. I   
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11. Attend and participate in the initial IMAT meeting. I   

• Current incident status 
• Obtain immediate supervisor priorities and expectations for the IMAT 
• Review roles and responsibilities of IMAT members 
• Resource ordering procedures 
• Public information strategy 
• Planning, logistics, and finance/admin procedures 
• Jurisdictional limitations, concerns and restrictions 
• Safety and security concerns 
• Special incident considerations 
• Obtain schedule for briefings and meetings 

   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions and ICS Forms. I   

13. Maintain appropriate span of control. I   

14. Use common terminology. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, welfare and accountability of all Section 
personnel. D-3   

17. Recognize potentially hazardous situations. D-3   

18. Communicate potentially hazardous situations. D-3   

19. Use personal protective equipment (PPE) as issued. D-3   

20. Safeguard property and equipment. D-3   

21. Provide current information for the call-down roster. D-3   

22. Maintain the integrity of the call down roster. D-3   
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23. Verify special precautions are taken when hazards exist. D-3   

24. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-3   

25. Notify the Safety Officer of any accidents. D-3   

    

Behavior/Activity: Gather, update, and apply situational information relevant to the incident 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Attend and facilitate initial team meeting with FCO and Command 
& General staff. I   

• Create agenda for initial team meeting 
• Current incident status 
• Obtain FCO/Team Leader priorities and expectations 
• Initial incident resource requirements 
• Review roles and responsibilities of team members 
• Ordering procedures 
• Public information strategy 
• Planning, logistics, and finance/admin agreements and procedures 
• Jurisdictional limitations, concerns and restrictions 
• Safety and security concerns 
• Special incident considerations 
• Coordinate with OSC and FCO to set timeframes for briefings; the 

incident action planning cycle; planning and team meetings 

   

27. Collect information from Planning Section Chief or other 
personnel responsible for the incident prior to your arrival. I   

• Status of incident and assigned resources 
• Current Unit status 
• Information on incident facilities such as JFO, Staging Areas, camps, 

Area Field Offices and other incident facilities 
• Critical infrastructure 
• Essential elements of information (EEI) 

   

28. Continuously monitor and evaluate the current situation. I   

• Notify the Operations Section Chief if information indicates IAP is not 
meeting incident objectives 

• Identify concerns and issues 
• Keep key incident management personnel informed 
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29. Keep command and general staff informed. D-3   

• Current information 
• Significant changes 
• Significant decision and actions 

   

30. Provide the Situation Unit Leader with Section information for 
situation report (SitRep). D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Consistently demonstrate professional and appropriate verbal 
communication. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Respectful word choices 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Consistently demonstrate professional and appropriate non-verbal 
communication. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESF) 
• Counterparts at all levels 

   

34. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

35. Share current information with coworkers and immediate 
supervisor. I   
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36. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

38. Provide subordinates with how their assignments support the 
overall management of the incident. D-3   

39. Establish work assignments and set priorities. D-3   

40. Take corrective action when problems arise. D-3   

41. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

42. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   
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43. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance  

   

44. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

45. Ensure all personnel time records are complete, accurate and 
submitted within established timeframes. D-3   

46. Prepare and discuss formal performance evaluations. D-3   

47. Create a work environment that provides mutual respect and equal 
opportunity for Section personnel. D-3   

48. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

49. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

50. Write performance appraisals and discuss the results with direct 
reports. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

52. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

53. Cultivate professional relationships with coworkers and others to 
exchange information and work effectively. I   

54. Represent FEMA in a professional manner when working with 
internal and external parties. I   

55. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Coordinate with State to establish a unified planning effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

56. Coordinate with State’s Incident Management Team (IMT) 
Planning Section Chief and other appropriate State IMT members. I   

• Establish and maintain open and effective communications 
• Identify and promptly resolve disagreements, issues, and 

misunderstandings 
• Share critical information and contingency plans 
• Be pro-active in anticipating coordination issues early and take action 

to mitigate or resolve 
• Foster team work 

   

57. Unify with the State’s planning section if possible, to facilitate the 
development of a single, joint IAP. I   

• If unification is not possible, at minimum, collocate in the same facility 
• Be “participatory” - encourage the State’s participation in incident 

action planning and problem solving 
• Accommodate the State’s participation in planning section by fairly 

sharing work space 
• Ensure unit leaders work in a cooperative manner with State 

counterparts 

   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

58. Determine if organizational structure is appropriate. D-3   

• Size and complexity of the incident 
• Support needs of other functions 
• Coordination needs at the State level 
• Incident objectives and immediate supervisor direction 
• Emergency Support Functions (ESF) assigned 
• Coordination needs at the State and Local level 

   

59. Ensure organizational structure is ICS compliant. D-3   

• Span of control 
• Unity of Command 
• Proper ICS positions 
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60. Review the Incident Action Plan (IAP), other relevant plans, or 
Resources Unit records to identify resources assigned. D-3   

• Location and status of assigned resources 
• Resource identifier, if assigned (i.e. Task Force #1) 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

61. Check to ensure subordinates are qualified to perform in assigned 
positions. D-3    

• FEMA Qualification System (FQS) 
• Non-FEMA Agency qualified 

   

62. Discuss findings and recommendations with the immediate 
supervisor as necessary. D-3   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs if applicable 

   

63. Make any organizational adjustments necessary. D-3   

64. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

65. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Establish and maintain the incident action planning process 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

66. Establish and maintain an incident planning cycle as agreed to at 
the initial briefing. I   

• Post planning cycle (Planning “P”) in appropriate places 
• Disseminate the planning cycle to the FCO/Team leader, Command & 

General staff, and other appropriate personnel 

   

67. Ensure Planning Section personnel participation in appropriate 
incident action planning process. I   

  



PLANNING SECTION CHIEF TYPE III (PSC3) 21 November 2011 

14  FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

68. Anticipate the Section’s support to Operations for the next 
operational period. D-3   

69. Determine Section’s support capabilities based on anticipated 
needs. D-3   

70. Ensure Section’s participation in the Operations Tactics Meeting 
when Section’s support is required. D-3   

• Discuss with OSC if Section’s attendance is required 
• Identify additional Section resources needed to support the next O-

period plan 
• If shortfalls exist, communicate to OSC 

   

71. Attend the Command and General Staff Planning meeting. D-3   

• Review IAP 
• Recommend corrections/adjustments to the IAP 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Attend scheduled briefings as required. D-3   

73. Brief direct reports on details on the Section’s support to the IAP 
following the Operations briefing. D-3   

• Remind direct reports that all supervisory personnel need to be briefed 
• Ensure assignments are clear and provide additional information 

needed 
• Discuss special safety considerations or situations 
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74. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right – what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

75. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Participate in the preparation of incident plans. D-3   

• Strategic Plan 
• Functional Plans 
• Demobilization Plan 
• Evacuation Plans (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

77. Solicit input from appropriate section personnel during the plan 
development and provide them an opportunity to review the draft 
document. 

D-3 
  

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

78. Ensure assigned tasks and expectations for the operational period 
are reasonable and accurate. D-3   

79. Hold personnel accountable for execution of assigned tasks. D-3   

80. Delegate specific authority based on the assigned tasks to assigned 
Specialists. D-3   
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81. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

82. Request additional resources or release surplus resources. D-3   

83. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

84. Gather and analyze information to validate subordinate report of 
accomplishments. D-3   

85. Ensure work completed is consistent with direction, policy, and 
incident objectives. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

86. Keep assigned personnel informed of changes. D-3   

87. Notify Resources Unit Leader of all resource status changes when 
they occur. D-3   

    

Behavior/Activity:  Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

88. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

89. Share critical information with state, tribal and local officials. D-3   

90. Take early action to mitigate or resolve coordination issues. D-3   

91. Foster team work and emphasize a unified approach. D-3   
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Behavior/Activity: Document in writing all significant decisions and facts relative to activities on the Incident 

Competency: Communication-Written (C5) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Maintain a log documenting significant decisions relating to the 
incident. 
• Activity Log (ICS 214) 

I 
  

93. Maintain a personnel log. I   

• Staff deployment and demobilization schedule 
• Rotations 
• Counseling recommendations and actions 
• Evaluation completion 

   

    

Behavior/Activity: Ensure the situation room is set-up and maintained 

Competency: Attention to Detail (C3); Customer Focus (C6) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

94. Ensure that situation room is well organized and the required 
resources are in-place before each meeting. I   

• Large incident map with date and time 
• Incident objectives 
• Poster-size or digitally displayed (LCD) Operational Planning 

Worksheet (ICS 215) 
• Planning meeting agenda 
• LCD projector/computer, screen, video conferencing equipment, 

microphone, speaker phone, television and VCR (optional) 
• Other applicable status displays 
• Flip charts and felt-tip markers 
• White boards when available 

   

95. De-conflict usage of the situation room when necessary. I   
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Behavior/Activity: Facilitate incident action planning and other meetings as required 

Competency: Interpersonal Skills (C14); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

96. Facilitate the Command & General staff meeting. I   

• Review and update Unified Coordination Group (UCG) objectives 
• Present current situation or delegate to Situation Unit Leader 
• Facilitate round-robin discussion regarding current status, shortfalls, 

limitations, constraints and concerns 
• Facilitate an open discussion 

   

97. Facilitate the Planning meeting. I   

• Prepare the meeting room 
• Maintain an accurate incident map depicting the current information 

and resource status information including points of distribution (POD), 
division boundaries, and incident facilities 

• Publish and distribute meeting agenda 
• Ensure support presentations are prepared by Planning Section 

personnel and duplicate as necessary 
• Facilitate the meeting in order to ensure the IAP meets incident 

objectives, Obtain Command & General staff commitment to support 
the plan, and Obtain FCO/Team Leader approval 

   

98. Facilitate other meetings as required. I   

• Transition meeting 
• Operations briefing 
• Contingency planning 
• Close out meetings 

   

  



21 November 2011 PLANNING SECTION CHIEF TYPE III (PSC3) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK  19 

Behavior/Activity: Ensure the IAP is developed, published, and distributed within established timeframes 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

99. Ensure planning staff completes required elements of the Incident 
Action Plan (IAP) within required timeframes. I   

• Support operations elements with the preparation of the ICS 215 
• Ensure the Resources Unit supports the Operation’s Tactics Meeting 
• Ensure the Planning Support Unit compiles the IAP for review at the 

planning meeting 
• Oversee revisions of the draft IAP as appropriate based on input from 

planning meeting 
• Obtain approval/signature of UCG 
• Ensure the final IAP is published and distributed 

   

 

Behavior/Activity: Manage the development of plans and assist other organizational elements as requested 

Competency: Manage Development of Plans (C17); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

100. Supervise the development of plans. I   

• Advanced Operations Plan (AOP) 
• Incident Functional Plans 
• COOP 
• Transition Plan 
• Demobilization Plan 
• Strategic Plan and Timeline 
• Other IFPs as requested 

   

101. Assist other organization elements in developing Incident 
Functional Plans as requested. I   
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Behavior/Activity: Ensure all Planning products are complete, accurate and distributed appropriately 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

102. Provide for a quality assurance review of all Planning products 
prior to dissemination. I   

• Accuracy 
• Timeliness 
• Completeness 

   

    

Behavior/Activity: Direct the use of information systems as appropriate 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

103. Emphasize the consistent use of FEMA-approved information 
systems for information collection and dissemination. I   

104. Utilize other systems to best meet incident information needs and 
reporting requirements. I   

 

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

105. Negotiate time of transfer. I   

106. Provide for adequate overlap to ensure efficient transfer of duties. I   

107. Brief replacement on current situation. I   

108. Ensure appropriate information is up-to-date. I   

109. Ensure an effective transfer of duties is accomplished. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

110. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

111. Ensure that closeout records are current, accurate, and complete. D-3   

• Chronology 
• Situation Report 
• Demobilization Plan 

   

112. Oversee disposal of non-archived files and materials and shred 
sensitive data. I   

113. Transfer official files to appropriate Region. I   

114. Maintain a “chain of custody’” on all records and documents at 
closeout. I   

115. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

 

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

116. Obtain performance appraisal from supervisor. I   

117. Report to the Training Unit upon completion of training 
assignment. I   

118. Make return travel arrangements. I   

119. Prepare the final travel voucher. I   

120. Return accountable property to the Accountable Property Office 
(APO). I   

121. Submit final timesheet, appraisal form, and travel voucher. I   

122. Check out with the Automated Deployment Database (ADD). I   

123. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Planning Section Chief Type III (PSC3) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Planning Section Chief Type III (PSC3) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Planning Section Chief Type III (PSC3) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number  



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Resources Unit Leader (RESL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• Appropriate Forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronym & Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, Common 
Responsibilities. I   

4. Ensure agency identification (badge) is current or have 2 forms of 
federally recognized pictured identification. I   

• Drivers license  
• Passport  
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. I   

6. Report to the Training Unit to check-in as a Trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain relevant information on your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Resources currently assigned 
• Resources en-route and/or ordered 
• Incident facilities, types and location 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• strategies 

   

10. Identify topics, issues and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS Forms 

   

12. Use common terminology. I   
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13. Maintain appropriate span of control. I   

14. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Provide for the safety, security, welfare and accountability of 
subordinates. D-3   

16. Recognize and communicate potentially hazardous situations. D-3   

17. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

18. Verify special precautions are taken when hazards exist. D-3   

19. Use personal protective equipment (PPE) when issued. D-3   

20. Safeguard property and equipment. D-3   

21. Provide current information for the call-down roster. D-3   

22. Maintain the integrity of the call down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Determine if organizational structure is appropriate based on 
supervisor direction. D-3   

24. Ensure organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

25. Ensure that subordinates are qualified to perform in assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA Agency qualified 
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26. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs if applicable 

   

27. Make any organizational adjustments if necessary. D-3   

28. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

29. Request additional personnel, supplies, services, and equipment 
needed.  D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Consistently demonstrate professional and appropriate verbal 
communication. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Respectful word choices 
• Be clear and concise 
• Minimize use of acronyms 

   

31. Consistently demonstrate professional and appropriate non-verbal 
communication. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

32. Establish and maintain positive interpersonal and interagency 
working relationships with: I   

• Participating agencies 
• Emergency Support Functions (ESF) 
• Counterparts at all levels 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with coworkers and immediate 
supervisor. D-3   
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35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates with relevant information on their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of Incident operations (i.e., geographical, functional or 

combination of both) 
• Incident facilities, types and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right – what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure assigned tasks and expectations for the operational period 
are reasonable and accurate. D-3   

41. Hold personnel accountable for execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
Specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems reported by subordinates. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate subordinate report of 
accomplishments. D-3   

48. Ensure work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of Unit personnel status changes 
when they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Explain how Unit’s assignments fit into the context of the bigger 
picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

59. Ensure all personnel time records are complete, accurate and 
submitted within established timeframes. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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61. Create a work environment that provides mutual respect and equal 
opportunity for all Unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences. I   

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Manage the check-in process 

Competency: Attention to Detail (C3); Manage & Organize  Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Establish check-in function at appropriate incident facilities. 
• IOF 
• JFO 
• Area Field Offices 
• Camps 

I 

  

68. Establish check-in procedures using the Incident Check-In List 
(ICS 211) and status databases. I   

69. Ensure check-in/check-out information on all resources including 
commodities at Staging Areas is received per an established 
schedule. 

I 
  

70. Establish a process to collect check-in from locations where check-
in has not been established. I   
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Behavior/Activity: Manage resource status process 

Competency: Attention to Detail (C3); Manage & Organize  Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Maintain the status and location of all resources (personnel, 
equipment, and Initial Response Resources). I   

72. Maintain a master roster of all resources checked-in to the incident. I   

• Interact with all organizational elements such as, section chiefs, Branch 
Directors, and Division/Group Supervisors, and appropriate contacts at 
incident facilities to maintain resource status 

   

73. Use spreadsheets, databases or other appropriate formats to record 
current status of resources. I   

    

Behavior/Activity: Participate in the incident action planning process 

Competency: Incident Action Planning (C11); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

74. Provide immediate supervisor with a listing of resources currently 
assigned, en route, and/or ordered for the Incident Briefing. I   

75. Participate in the Operations Tactics Meeting. I   

• Provide a current resource inventory 
• Identify additional resources needed and excess resources 
• Capture and document inputs and adjustments to Operational Planning 

Worksheet (ICS 215) 

   

76. Attend the Planning Meeting and provide resource information as 
requested. I   

77. Ensure Assignment Lists (ICS 204) are properly prepared using the 
approved ICS 215. I   

78. Direct the preparation of Organization Assignment List (ICS 203), 
Communications List (ICS 205A), and Incident Organization Chart 
(ICS 207) for IAP. 

I 
  

79. Attend the Operations Briefing and provide resource information 
as requested. I   
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Behavior/Activity: Provide information on resources (including status) and reports as directed by the Section 
Chief 

Competency: Attention to Detail (C3); Manage & Organize  Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

80. Provide resource status to the Situation Unit Leader for Incident 
Status Summary (ICS 209). I   

81. Provide resource information to organizational elements as 
requested. I   

82. Provide the GIS Unit with resource information needed for 
geospatial products. I   

    

Behavior/Activity: Document in writing all significant decisions and facts relative to activities on the Incident 

Competency: Communication-Written (C5) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

83. Maintain a log documenting significant unit decisions relating to 
the incident, e.g. Activity Log (ICS 214). I   

84. Maintain a unit personnel log. I   

• Staff deployment and demobilization schedule 
• Rotations 
• Counseling recommendations and actions 
• Evaluation completion 
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Behavior/Activity: Coordinate with State counterpart in a unified planning effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Coordinate with State’s Incident Management Team (IMT) 
Situation Unit Leader and other appropriate State planning section 
members. 

I 
  

• Establish and maintain open and effective communications 
• Identify and promptly resolve disagreements, issues, and 

misunderstandings 
• Share critical information and contingency plans 
• Be pro-active in anticipating coordination issues early and take action 

to mitigate or resolve 
• Foster team work 

   

86. Be “participatory” - encourage the State’s participation in unit 
activities. I   

• Accommodate the State’s participation in the unit by fairly sharing 
work space when collocated or unified 

• Ensure subordinates work in a cooperative manner with State 
counterparts 

   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

87. Negotiate time of transition. I   

88. Provide for adequate overlap to ensure efficient transfer of duties. I   

89. Brief replacement on current situation. I   

90. Ensure appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

91. Ensure an effective transition of duties is accomplished. I   

92. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

93. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

94. Submit appropriate current, accurate and complete records to 
immediate supervisor. D-3   

95. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

96. Obtain performance appraisal from supervisor. I   

97. Report to the Training Unit at completion of training assignment. I   

98. Make return travel arrangements. I   

99. Prepare the final travel voucher. I   

100. Return accountable property to the Accountable Property Office 
(APO). I   

101. Submit final timesheet, appraisal form, and travel voucher. I   

102. Check out with the Automated Deployment Database (ADD). I   

103. Check out with the IT Service Manager in the Communication 
Unit. I   



21 November 2011 RESOURCES UNIT LEADER (RESL) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 17 

• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Resources Unit Leader (RESL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Resources Unit Leader (RESL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Resources Unit Leader (RESL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Reports Specialist (RESP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 





21 November 2011 REPORTS SPECIALIST (RESP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 1 

FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  



21 November 2011 REPORTS SPECIALIST (RESP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 3 

 

1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• Appropriate Forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB)  
• FEMA Acronym & Terms book (FAAT) 
• Planning Field Operations Guide 
• Stafford Act 
• Planning CD 
• HSIN/COP User Guide 
• Property issued for use on the incident including appropriate hand 

receipts for accountable property 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number  
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions  

   

3. Review and conform to Chapter 2, IMH, Common 
Responsibilities. I   

4. Ensure agency identification (badge) is current or have 2 forms of 
federally recognized pictured identification. I   

• Drivers license 
• Passport  
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. I   

6. Report to the Training Unit to check-in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain relevant information on your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives Work expectations 
• Security considerations 
• Safety considerations 

   

10. Identify topics, issues and concerns of potential relevance to your 
assignment. I   

  



21 November 2011 REPORTS SPECIALIST (RESP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 7 

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions  
• ICS Forms 

   

12. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

14. Advise coworkers of potentially hazardous situations where 
appropriate. I   

15. Use personal protective equipment (PPE) when issued. I   

16. Safeguard property and equipment. I   

17. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

18. Consistently demonstrate professional and appropriate verbal 
communication. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Respectful word choices 
• Be clear and concise 
• Minimize use of acronyms 
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19. Consistently demonstrate professional and appropriate non-verbal 
communication. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

20. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

21. Share current information with coworkers and immediate 
supervisor. D-3   

22. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests  

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

24. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

25. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Prepare reports as assigned 

Competency: Attention to Detail (C3) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Gather information and prepare the Initial Operating Report (IOR) 
Fact Sheets. I   
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27. Gather information and prepare Incident Status Summary (ICS 
209) and Spot Reports as assigned. I   

28. Develop and maintain Incident Chronology. I   

29. Write reports that are logical, organized, and grammatically 
correct. I   

    

Behavior/Activity: Record meeting minutes for official records as assigned 

Competency: Attention to Detail (C3); Communication-Written (C5) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Take minutes at FCO/SCO Command and General Staff meetings 
and prepare documentation for official records. I   

• Hand written notes 
• Transcription from audio 

   

31. Take minutes at the Planning meeting and prepare documentation 
for official records. I   

32. Take minutes at other meetings as assigned and prepare 
documentation for official records. I   

    

Behavior/Activity: Manage incident documentation 

Competency: Attention to Detail (C3) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Set up and maintain a record and non-record file management 
system using the agency- approved format. I   

34. Obtain official disaster documents for permanent record. I   

• FEMA- State Agreement 
• Declaration documents 
• Federal Register notices and amendments 

   

35. Set up and manage electronic filing system for the Planning 
Section. I   
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36. Protect sensitive materials. I   

• For Official Use Only (FOUO) 
• Law Enforcement Sensitive 
• Sensitive but unclassified 

   

    

Behavior/Activity: Distribute and post information as directed 

Competency: Attention to Detail (C3) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Set up and maintain distribution lists. I   

• Email 
• Hard copy 

   

38. Post information to identified sites. I   

• Common drive 
• HSIN 
• SharePoint 

   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Find out time of transition from immediate supervisor. I   

40. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

41. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Obtain performance appraisal from supervisor. I   

43. Report to the Training Unit at completion of training assignment. I   

44. Make return travel arrangements. I   

45. Prepare the final travel voucher. I   

46. Return accountable property to the Accountable Property Office 
(APO). I   

47. Submit final timesheet, appraisal form, and travel voucher. I   

48. Check out with the Automated Deployment Database (ADD). I   

49. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Reports Specialist (RESP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Reports Specialist (RESP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Reports Specialist (RESP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Resources Specialist (RSSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• Appropriate Forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH)  
• Position Task Book (PTB) 
• FEMA Acronym & Terms book (FAAT) 
• Stafford Act 
• Planning CD 
• HSIN/COP User Guide 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements  
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, Common 
Responsibilities. I   

4. Ensure agency identification (badge) is current or have 2 forms of 
federally recognized pictured identification. I   

• Drivers license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. I   

6. Report to the Training Unit to check-in as a Trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain relevant information on your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Current situation 
• Assigned workspace 
• Security considerations 
• Incident objectives 

   

10. Identify topics, issues and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions  
• ICS Forms 

   

12. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

14. Advise coworkers of potentially hazardous situations where 
appropriate. I   

15. Use personal protective equipment (PPE) when issued. I   

16. Safeguard property and equipment. I   

17. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

18. Consistently demonstrate professional and appropriate verbal 
communication. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Respectful word choices 
• Be clear and concise 
• Minimize use of acronyms 
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19. Consistently demonstrate professional and appropriate non-verbal 
communication. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

20. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

21. Share current information with coworkers and immediate 
supervisor. D-3   

22. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

24. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

25. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Prepare and maintain designated Incident Action Plan Forms 

Competency: Attention to Detail (C3) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Prepare and maintain the Organization Assignment List (ICS 203). I   
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27. Prepare and maintain the Communications List (ICS 205A). I   

28. Prepare and maintain the Incident Organization Chart (ICS 207). I   

    

Behavior/Activity: Support the Incident Action Planning process 

Competency: Attention to Detail (C3); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Participate in the Tactics Meeting in support of the Resources Unit 
Leader to capture and document inputs and adjustments to 
Operational Planning Worksheet (ICS 215) when requested. 

I 
  

30. Transfer information from the approved ICS 215 to the 
Assignment List (ICS 204). I   

31. Provide ICS 203, ICS 204, ICS 205A, and ICS 207 to the Planning 
Support Unit for inclusion in the IAP. I   

    

Behavior/Activity: Assist the Resources Unit Leader in providing resource information to other 
organizational elements 

Competency: Attention to Detail (C3); Customer Focus (C6) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Provide the Documentation Unit Leader resource status for the 
Incident Status Summary (ICS 209). I   

33. Provide resource information to various organizational elements as 
requested. I   

34. Provide the GIS Unit with resource information needed for 
geospatial products. I   
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Find out time of transition from immediate supervisor. I   

36. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

37. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Obtain performance appraisal from supervisor. I   

39. Report to the Training Unit at completion of training assignment. I   

40. Make return travel arrangements. I   

41. Prepare the final travel voucher. I   

42. Return accountable property to the Accountable Property Office 
(APO). I   

43. Submit final timesheet, appraisal form, and travel voucher. I   

44. Check out with the Automated Deployment Database (ADD). I   

45. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Resources Specialist (RSSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Resources Specialist (RSSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Resources Specialist (RSSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Status / Check-In Recorder (SCKN) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• Appropriate Forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronym & Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, Common 
Responsibilities. I   

4. Ensure agency identification (badge) is current or have 2 forms of 
federally recognized pictured identification. I   

• Drivers license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated incident check- in location and complete 
check-in packet. I   

6. Report to the Training Unit to check-in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain relevant information on your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

10. Identify topics, issues and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS Forms 

   

12. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

14. Advise coworkers of potentially hazardous situations where 
appropriate. I   

15. Use personal protective equipment (PPE) when issued. I   

16. Safeguard property and equipment. I   

17. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

18. Consistently demonstrate professional and appropriate verbal 
communication. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Respectful word choices 
• Be clear and concise 
• Minimize use of acronyms 

   

19. Consistently demonstrate professional and appropriate non-verbal 
communication. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

20. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

21. Share current information with coworkers and immediate 
supervisor. D-3   
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22. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

24. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

25. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Check in resources assigned to the incident 

Competency: Attention to Detail (C3) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Establish check-in function at designated incident facility.  
• IOF 
• JFO 
• Staging Areas 
• Area Field Office 
• Camps 

I 

  

27. Obtain required work materials, including Incident Check-In 
List(s) (ICS 211) and status databases. 

28. Post signs so that arriving resources can easily find incident check-
in locations. 
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29. Check in incident personnel and collect required information. I   

• Request source 
• Name of personnel 
• Position on incident 
• Home office or agency 
• Contact numbers 
• Lodging information 

   

30. Record data accurately and transfer to Resources Unit in 
established schedule. I   

31. Direct personnel checking in to appropriate work location or 
Resources Unit. I   

    

Behavior/Activity: Maintain and display the status of incident resources and commodities using the 
established resources status protocol 

Competency: Customer Focus (C6) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Utilize resource tracking inventory systems to display current 
status of assigned resources and commodities. I   

• Resource Status Cards (ICS 219) 
• Databases 
• Spreadsheets 

   

33. Provide resource summary reports to Planning Section Units and 
other Sections as directed. I   

    

Behavior/Activity: When assigned to Staging Area, organize and maintain the check-in/check-out station 

Competency: Attention to Detail (C3); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Ensure signs are posted to clearly identify the station and that 
proper safety measures are in place. I   

35. Set up and maintain procedure for check in of commodities and 
resources. I   

• Commodity trucks 
• All Staging Area personnel 
• Equipment 
• Visitors 
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36. Report current status of assigned commodities and resources on a 
regular, pre-arranged schedule or as directed. I   

    

Behavior/Activity: Check-in/Check-out Resources at the Staging Area 

Competency: Attention to Detail (C3) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Collect record and maintain required information. I   

• Commodity trucks 
• Incident personnel 
• Equipment 
• Visitors 

   

38. Maintains check-in/check-out list for all personnel and submit all 
gate records as directed. I   

39. Transmit check-in/check-out information to the Resources Unit on 
regular prearranged schedule or as needed. I   

    

Behavior/Activity: Assist with demobilization process 

Competency: Attention to Detail (C3); Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Develop list of excess resources. I   

41. Collect check-out information. I   

• Ensure Check-Out Form is complete 
• Destination (home or next assignment) 
• Estimated date/time of departure from the incident 
• Estimated date/time of arrival at destination 
• Type of transportation 

   

42. Enter demobilization information into the resource status system. I   
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Find out time of transition from immediate supervisor. I   

44. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

45. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident  

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Obtain performance appraisal from supervisor. I   

47. Report to the Training Unit at completion of training assignment. I   

48. Make return travel arrangements. I   

49. Prepare the final travel voucher. I   

50. Return accountable property to the Accountable Property Office 
(APO). I   

51. Submit final timesheet, appraisal form, and travel voucher. I   

52. Check out with the Automated Deployment Database (ADD). I   

53. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Status / Check-In Recorder (SCKN) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Status / Check-In Recorder (SCKN) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Status / Check-In Recorder (SCKN) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Situation Unit Leader (SITL) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• Appropriate Forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronym & Terms book (FAAT) 
• Planning Field Operations Manual 9330.1 
• Planning CD 
• Stafford Act 
• HSIN/COP User Guide 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, Common 
Responsibilities. I   

4. Ensure agency identification (badge) is current or have 2 forms of 
federally recognized pictured identification. I   

• Drivers license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated incident check- in location and complete 
check-in packet. I   

6. Report to the Training Unit to check-in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

8. Obtain relevant information on your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Resources currently assigned 
• Resources en-route and/or ordered 
• Incident facilities, types and location 

   

9. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 
• Safety considerations 

   

10. Identify topics, issues and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

11. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS Forms 

   

12. Use common terminology. I   

13. Maintain appropriate span of control. I   

14. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

15. Provide for the safety, security, welfare and accountability of 
subordinates. D-3   

16. Recognize and communicate potentially hazardous situations. D-3   

17. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

18. Verify special precautions are taken when hazards exist. D-3   

19. Use personal protective equipment (PPE) when issued. D-3   

20. Safeguard property and equipment. D-3   

21. Provide current information for the call-down roster. D-3   

22. Maintain the integrity of the call down roster of subordinates.  D-3   
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Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Determine if organizational structure is appropriate based on 
supervisor direction. D-3   

24. Ensure organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 

   

25. Ensure that subordinates are qualified to perform in assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA Agency qualified 

   

26. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses  
• Issues and concerns 
• Facility needs if applicable 

   

27. Make any organizational adjustments if necessary. D-3   

28. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

29. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

30. Consistently demonstrate professional and appropriate verbal 
communication. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Respectful word choices 
• Be clear and concise 
• Minimize use of acronyms 
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31. Consistently demonstrate professional and appropriate non-verbal 
communication. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

32. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

33. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESF) 
• Counterparts at all levels 

   

34. Share current information with coworkers and immediate 
supervisor. D-3   

35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled Briefings as required. D-3   

37. Brief subordinates with relevant information on their assignments 
and check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of Incident operations (i.e., geographical, functional or 

combination of both) 
• Incident facilities, types and location 
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38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right – what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure assigned tasks and expectations for the operational period 
are reasonable and accurate. D-3   

41. Hold personnel accountable for execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
Specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems reported by subordinates. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate subordinate report of 
accomplishments. D-3   

48. Ensure work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of Unit personnel status changes 
when they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Explain how Unit’s assignments fit into the context of the bigger 
picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel in developing and maintaining skills 

   

59. Ensure all personnel time records are complete, accurate and 
submitted within established timeframes. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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61. Create a work environment that provides mutual respect and equal 
opportunity for all Unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences. I   

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Set-up and maintain the situation room 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Ensure that situation room is well organized and the required 
resources are in-place before each meeting. I   

• Large incident map with date and time 
• Incident objectives 
• Poster-size or digitally displayed (LCD) Operational Planning 

Worksheet (ICS 215) 
• Planning meeting agenda 
• LCD projector/computer, screen, video conferencing equipment, 

microphone, speaker phone, television and VCR (optional) 
• Other applicable status displays 
• Flip charts and felt-tip makers 
• White boards when available 

   

68. De-conflict usage of the situation room. I   
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Behavior/Activity: Prepare, implement, and maintain the information collection plan 

Competency: Attention to Detail (C3) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

69. Identify the appropriate Essential Elements of Information (EEI). I   

70. Develop the incident information collection strategy and begin 
collecting and analyzing incident data. I   

71. Obtain the Critical Information Requirements (CIR). I   

72. Identify critical and optional sources of information. I   

73. Implement the plan early and revise the plan as necessary. I   

74. Publicize the information collection plan. I   

    

Behavior/Activity: Gather, update, and apply situational information relevant to the incident 

Competency: Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Gather current incident status information. I   

76. Obtain timeframes for briefings; the incident action planning cycle; 
planning and team meetings. I   

77. Collect information for the incident. I   

• Status of incident and assigned resources 
• Current Unit status 
• Information on incident facilities such as JFO, Staging Areas, camps, 

Area Field Offices and other incident facilities 
• Critical infrastructure 
• Essential elements of information (EEI) 

   

78. Continuously monitor and evaluate the current situation. I   
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Behavior/Activity: Document in writing all significant decisions and facts relative to activities on the Incident 

Competency: Communication-Written (C5) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

79. Maintain a log documenting significant unit decisions relating to 
the incident. I   

80. Maintain a unit personnel log. I   

• Staff deployment and demobilization schedule 
• Rotations 
• Counseling recommendations and actions 
• Evaluation completion 

   

    

Behavior/Activity: Prepare and ensure that incident information products are complete, accurate and 
distributed appropriately 

Competency: Attention to Detail (C3) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

81. Ensure that information is processed, analyzed, posted, and 
distributed appropriately. I   

• Validate all information 
• Assign incomplete or ambiguous information for follow up 
• Post information to appropriate displays 

   

82. Develop trend analysis charts. I   

83. Produce and distribute reports and briefings. I   

• Informational summaries as needed 
• Situation briefings 
• Executive briefings 
• VIP briefings 

   

84. Develop and distribute jurisdictional profiles as needed. I   

85. Produce, post, update, and distribute situational awareness 
products. I   

• Incident maps 
• Damage Assessment Chart 
• Predictive modeling maps 
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86. Provide support to other organizational programs, sections, and 
units in developing charts and graphs, as requested. I   

• Recovery Program Charts 
• Shelter Status Chart 
• DRC Status Chart 

   

87. Coordinate with the Geospatial Information Systems Unit Leader 
(GISL) in the development of situation maps. I   

88. Provide validated input to the Documentation Unit for necessary 
reports in a timely manner. I   

    
Behavior/Activity: Utilize information systems for Incident information management 

Competency: Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Ensure effective use of internal and external information 
management systems. I   

• Homeland Security Information Network (HSIN) 
• Emergency Management Information Management System (EMIMS) 
• Emergency Management Mission Integrated Environment (EMMIE) 

   

90. Coordinate with state counterparts to obtain permission to share 
state disaster systems. I   

• Web EOC    

91. Utilize existing information sharing platforms. I   

• Share Point    
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Behavior/Activity: Participate in the Incident Action Planning process/cycle as appropriate 

Competency: Communication-Verbal (C4); Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Participate in planning meetings as required. I   

• Provide updates on current situation at the Command and General Staff 
Meeting 

• Provide updates on current situation at the Planning Meeting 

   

93. Prepare Incident Objectives (ICS 202) for the Incident Action Plan 
(IAP). I   

94. Collect weather daily for briefings and inclusion in the IAP. I   

    
Behavior/Activity: Coordinate with State counterpart in a unified planning effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

95. Coordinate with State’s Incident Management Team (IMT) 
Situation Unit Leader and other appropriate State planning section 
members. 

I 
  

• Establish and maintain open and effective communications 
• Identify and promptly resolve disagreements, issues, and 

misunderstandings 
• Share critical information and contingency plans 
• Be pro-active in anticipating coordination issues early and take action 

to mitigate or resolve 
• Foster team work 

   

96. Be “participatory” - encourage the State’s participation in unit 
activities. I   

• Accommodate the State’s participation in the unit by fairly sharing 
work space when collocated or unified 

• Ensure subordinates work in a cooperative manner with State 
counterparts 
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Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

97. Negotiate time of transition. I   

98. Provide for adequate overlap to ensure efficient transfer of duties. I   

99. Brief replacement on current situation. I   

100. Ensure appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

101. Ensure an effective transition of duties is accomplished. I   

102. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

103. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

104. Submit appropriate current, accurate and complete records to 
immediate supervisor. D-3   

105. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

106. Obtain performance appraisal from supervisor. I   

107. Report to the Training Unit at completion of training assignment. I   

108. Make return travel arrangements. I   

109. Prepare the final travel voucher. I   
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110. Return accountable property to the Accountable Property Office 
(APO). I   

111. Submit final timesheet, appraisal form, and travel voucher. I   

112. Check out with the Automated Deployment Database (ADD). I   

113. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Situation Unit Leader (SITL) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Situation Unit Leader (SITL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Situation Unit Leader (SITL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Geospatial Information System Manager (GIMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 





21 November 2011, Revised GEOSPATIAL INFORMATION SYSTEM MANAGER (GIMG) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 1 

FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 

  



GEOSPATIAL INFORMATION SYSTEM MANAGER (GIMG) 21 November 2011, Revised 

2 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 



21 November 2011, Revised GEOSPATIAL INFORMATION SYSTEM MANAGER (GIMG) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 5 

Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure agency identification (badge) is current or have two forms 
of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   
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6. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Air Card, if applicable 

   

7. Report to the Training Unit to check in as a trainee. I   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 
• Anticipated workload 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Determine if organizational structure is appropriate based on 
supervisor’s direction. D-3   
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13. Ensure organizational structure is Incident Command System 
(ICS) compliant. D-3   

• Span of control 
• Proper ICS positions 

   

14. Review the Incident Action Plan (IAP), other relevant plans or the 
Planning Section’s Resource Unit to identify resources assigned by 
type and quantity. 

D-3 
  

• Supervisor name and contact information 
• Location 
• Assignment 

   

15. Ensure that personnel are qualified to perform assigned positions. D-3   

16. Make any organizational adjustments if necessary. D-3   

17. Keep immediate supervisor and assigned personnel informed of 
changes. D-3   

18. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Determine requirements and acquire resources 

Competency: Manage Resources (C19; Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Request, coordinate, and deploy internal and external personnel 
through Planning Section Chief. D-3   

• Agency deployment system 
• Federal mission assignments/interagency agreements 
• Contracts 

   

20. Order, inventory, and maintain equipment and supplies. I   

• Inventory list of current supplies 
• Equipment and supplies received in working condition 
• Track equipment orders 

   



GEOSPATIAL INFORMATION SYSTEM MANAGER (GIMG) 21 November 2011, Revised 

8 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Behavior/Activity: Operate specialized hardware and software applications 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Operate specialized application or geospatial software for disaster 
support. I   

• Adobe products 
• ArcGIS desktop 
• Google Earth 
• Spatial Analyst 
• Microsoft Office suite 

   

22. Operate and calibrate Global Positioning System (GPS) units and 
mobile data collection devices. I   

• Handheld GPS devices 
• Tablet computing devices 

   

    

Behavior/Activity: Provide geospatial coordination and customer service 

Competency: Customer Focus (C6); Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

23. Determine and manage customer expectations for products. D-3   

• Delivery time frames 
• Product requirements 
• Deliverables 
• Geospatial product request forms 

   

24. Coordinate with appropriate stakeholders to prevent duplication of 
effort and to promote information sharing. I   

• Regional Geospatial Coordinators 
• FEMA Headquarters Geospatial Coordinators 
• Air Operations Branch, if established 
• Federal, state, and local agencies 
• Private sector, as appropriate 

   

25. Brief customers on geospatial capabilities and activities. I   

• Command and general staff 
• Geospatial support to decision-makers 
• Opportunities to apply and develop geospatial products across program 

areas 
• Interpretation of products 
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26. Set geospatial priorities based on incident requirements. D-3   

• Situation Unit requirements 
• Incident Action Plan (IAP) 
• Unified Coordination Group (UCG) 
• State requirements 
• Information Collection Plan (ICP) 

   

    

Behavior/Activity: Provide remote sensing coordination 

Competency: Customer Focus (C6); Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Identify potential needs for remote sensing support across 
functional areas. D-3   

• Emergency Services 
• External Affairs 
• Hazard Mitigation 
• Individual Assistance 
• Logistics 
• Long-Term Recovery & Planning 
• Planning 
• Public Assistance/Infrastructure 

   

28. Identify local, state, and federal remote sensing capabilities and 
assets. I   

29. Prioritize Areas of Interest (AOI) in coordination with appropriate 
authorities. D-3   

• State requests 
• Operations Section Chief 

   

30. Submit requirements to FEMA National or Regional Remote 
Sensing Coordinators. D-3   

• Action Request Form (ARF) 
• Verbal or written requests 

   

31. Maintain close coordination with the Regional and National 
Remote Sensing Coordinators. I   
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Behavior/Activity: Oversee management and analysis of geospatial data 

Competency: Manage & Organize Information (C18); Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Implement data management process and ensure staff adheres to 
procedures. D-3   

• File directory structure 
• Metadata 
• Mission support areas 
• Dynamic event data 

   

33. Maintain geospatial databases. I   

34. Identify and share approved data sets with stakeholders. I   

• Federal, state, and local organizations 
• Other FEMA program areas 
• Private Sector 
• Public 

   

35. Provide direction to staff on proper use and interpretation of 
geospatial data and decision support tools. I   

36. Ensure plans and procedures are established for data backup in 
coordination with information technology (IT). I   

37. Integrate event-specific data into regional/national data warehouse. I   

    

Behavior/Activity: Manage completion and distribution of geospatial products 

Competency: Information Management (C13); Customer Focus (C6) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Review products for accuracy, timeliness, and completeness. I   

• Quality assurance 
• Quality control 
• Grammar and spelling 
• Cartographic representation 
• Disclaimer 
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39. Manage workflow production, update, and distribution of 
geospatial products. D-3   

• Situation Unit requirements 
• Digital (Homeland Security Information Network [HSIN], Situational 

Awareness viewers, etc.) 
• Hard copies 
• Staff meetings 
• Work assignments 
• Conference calls 

   

40. Utilize models (if available) in coordination with authoritative 
sources. D-3   

• Simple language 
• Explanation of model biases or variations to decision-makers 
• Relevance to decision-makers 

   

41. Ensure products are developed within established time frames. I   

• Product request status 
• Product request completion 

   

42. Develop key geospatial products in at least six functional areas. I   

• Emergency Services 
• External Affairs 
• Hazard Mitigation 
• Individual Assistance 
• Logistics 
• Long-Term Recovery & Planning 
• Planning 
• Public Assistance/Infrastructure 

   

    

Behavior/Activity: Comply with established policy and protocols 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Supervise adherence to copyright, disclaimers, licensing and other 
sensitive products and data distribution protocols. D-3   

• Data license/end-user agreement (e.g., Homeland Security 
Infrastructure Program) 

• Commercial imagery license 
• Sensitive state and federal data (e.g., environmental data) 
• For Official Use Only (FOUO) 
• Personally Identifiable Information (PII) 
• Subject Matter Experts (SME) for authoritative data 
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44. Follow or establish standard conventions for files, layouts, and 
templates. I   

45. Ensure that Geospatial Information System Unit-specific 
considerations are included in the Continuity of Operations Plan 
(COOP). 

I 
  

46. Implement procedures as defined in current standards and doctrine. I   

47. Maintain accurate information and reports on geospatial requests 
and production. I   

48. Provide Documentation Unit with products for archiving. I   

• Per FEMA Records Management policy    

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS forms. I   

50. Maintain appropriate span of control. I   

51. Use common terminology. I   

52. Maintain unity of command. I   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Attend scheduled briefings as required. D-3   

54. Brief assigned subordinates. D-3   

• Ensure that all direct subordinates receive a briefing 
• Ensure assignments are clear and provide additional information 

needed 
• Discuss special safety considerations or situations 
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55. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

56. Brief immediate supervisor on results of debriefings. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

58. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

59. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

60. Share current information with co-workers and immediate 
supervisor. D-3   
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61. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Hold personnel accountable for execution of assigned tasks. D-3   

63. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

64. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

65. Hold personnel accountable for execution of assigned tasks. D-3   

66. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

67. Request additional resources or release surplus resources. D-3   

68. Address logistical problems that subordinates report. D-3   

69. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

70. Gather and analyze information to validate subordinate report of 
accomplishments. D-3   

71. Ensure work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• Stafford Act requirements 
• FEMA policies 

   

72. Keep assigned personnel informed of changes. D-3   

73. Notify immediate supervisor of all resource status changes when 
they occur. D-3   

74. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

75. Provide for the safety, welfare, and accountability of co-workers. D-3   

76. Recognize potentially-hazardous situations. D-3   

77. Communicate potentially-hazardous situations. D-3   

78. Use personal protective equipment (PPE) as issued. D-3   

79. Safeguard property and equipment. D-3   

80. Provide current information for the call-down roster. D-3   

81. Verify special precautions are taken when hazards exist. D-3   

82. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

83. Maintain the integrity of the call-down roster. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

85. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

86. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

87. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

88. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

89. Establish work assignments and set priorities. D-3   

90. Take corrective action when problems arise. D-3   

91. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Call-down contact list 
• Staggering of work hours 

   

92. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

93. Evaluate performance continuously. D-3   

94. Communicate performance deficiencies immediately and take 
corrective action. D-3   

95. Ensure that personnel receive needed training, mentoring, and 
coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel so they can develop and maintain skills 
• Provide subordinates with opportunities for development 

   

96. Recognize effective individual and team performance. D-3   
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97. Ensure all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

98. Prepare performance appraisals and discuss the results with direct 
reports. D-3   

99. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

100. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

101. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

102. Determine the time of transfer. I   

103. Provide for adequate overlap to ensure efficient transfer of duties. I   

104. Ensure that incident status information is up-to-date. I   

105. Ensure that an effective transfer of duties is accomplished. I   

106. Brief replacement on current situation. I   

107. Notify immediate supervisor when the transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

108. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

109. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

110. Submit items for the Remedial Action Management Program 
(RAMP). D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

111. Obtain performance appraisal from supervisor. I   

112. Make return travel arrangements. I   

113. Prepare final travel voucher. I   

114. Return accountable property. I   

115. Submit final timesheet, appraisal form, and travel voucher. I   

116. Check out with Automated Deployment Database (ADD). I   

117. Report to the Training Unit upon completion of training 
assignment. I   

118. Check out with the IT Service Manager in the Communication 
Unit. I   

    
Remote Sensing Specialty    

Behavior/Activity: Prioritize, request, and coordinate remote sensing 

Competency: Analysis/Reasoning (C2); Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Identify requirements and essential elements of information (EEI) 
in coordination with appropriate authorities. D-2   

• Information Collection Plan    

2. Manage expectations of product deliverables and timelines. D-2   

• Flight/acquisition schedules 
• Imagery resolution 
• Data processing, exploitation, and dissemination 

   

3. Ensure adherence to interpretation standards. D-2   

4. Manage remote sensing databases. D-2   

• By sensor type, time, geographic area, and resolution 
• Data storage and scalability 
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Geospatial Database and Systems Specialty 

Behavior/Activity: Implement, maintain, and coordinate spatial databases through IT enterprise architecture 

Competency: Analysis/Reasoning (C2); Information Management (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Normalize and standardize unstructured data. D-2   

2. Build and maintain data dictionaries. D-2   

• Geospatial Data Model (GDM)    

3. Communicate to customers data format requirements. D-2   

4. Establish access rights and permissions through IT Coordinator. D-2   

• National or Regional Geospatial Information System (GIS) Database 
Administrator 

   

5. Manage spatial databases and web service architecture. D-2   

• SQL 
• Oracle 
• Publishing services 
• Situational Awareness Viewers—data feeds 

   

6. Identify opportunities for automation and scripting for routine data 
processing tasks. D-2   

7. Ensure compliance with federal, departmental, and agency 
security-awareness protocols. I   

• In coordination with IT/Logistics    
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Geospatial Information System Manager (GIMG) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Geospatial Information System Manager (GIMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Geospatial Information System Manager (GIMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Geospatial Information System Specialist (GISP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Obtain agency identification (badge) or other government-issued 
identifications. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Handheld GPS 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Report to the Training Unit to check in as a trainee. I   

9. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Obtain situational information relevant to your assignment. I   

11. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

12. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Manage geospatial data 

Competency: Information Management (C13); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Create, maintain, and update geospatial databases. I   

14. Ensure that data is accurate and from authoritative sources. I   

15. Import/export geospatial data. I   

• Various coordinate systems (Geographic to United States National 
Grid) 

• Data 
• Projections 
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16. Perform basic geoprocessing and analytical tasks. D-3   

• SQL queries 
• Comparisons, joins, parses, and relates 
• Buffer, intersect, and clip 

   

17. Digitize and georeference data within Geospatial Information 
System (GIS) software. I   

• Vector 
• Raster 

   

    

Behavior/Activity: Generate geospatial products 

Competency: Analysis/Reasoning (C2); Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

18. Collect data from internal and external stakeholders to develop and 
update Geospatial products. I   

• Incident maps 
• Reference maps (political jurisdiction maps and demographics) 
• Quantitative and qualitative thematic maps 
• Interactive map products (Keyhole Markup Language (ML), 

ArcReader, web mapping, etc.) 

   

19. Integrate event-specific model output in coordination with 
authoritative sources. I   

• Sea, Lake, and Overland Surges from Hurricanes (SLOSH) 
• Hazards U.S. (HAZUS) 
• Atmospheric transportation and dispersion models, such as Interagency 

Modeling and Atmospheric Advisory Center (IMAAC) 
• Hydrometeorological Precipitation Center (HPC) 
• National Infrastructure Simulation and Analysis Center (NISAC) 

   

20. Develop key geospatial products in at least three functional areas. D-3   

• Emergency Services 
• External Affairs 
• Hazard Mitigation 
• Individual Assistance 
• Logistics 
• Long-Term Recovery & Planning 
• Planning 
• Public Assistance/Infrastructure 

   

21. Develop and update products within established time frames. I   
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Behavior/Activity: Comply with established policy and protocols 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

22. Adhere to copyright, disclaimers, licensing, and other sensitive 
products and data distribution protocols. I   

• Per supervisor direction 
• Data license/end-user agreement (e.g., Homeland Security 

Infrastructure Program) 
• Commercial imagery license 
• Sensitive state and federal data (e.g., environmental data) 
• For Official Use Only (FOUO) 
• Personally Identifiable Information (PII) 
• Subject Matter Experts (SME) for authoritative data 

   

23. Follow procedures as defined in current standards and doctrine. I   

24. Use standard conventions for files, layouts, and templates as 
established for the incident. I   

    

Behavior/Activity: Provide geospatial coordination and customer service 

Competency: Customer Focus (C6); Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Brief customers on interpretation of products. I   

26. Assist customers with preparing product request forms. I   

27. Track requests for completion. I   

28. Distribute geospatial products. I   

• Digital (Homeland Security Information Network [HSIN], Situational 
Awareness [SA] viewers, etc.) 

• Hard copies 
• Situation Unit 
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Behavior/Activity: Operate specialized hardware and software applications 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Operate and maintain desktop and wide-format printers. I   

30. Operate specialized application or geospatial software for disaster 
support. I   

• Adobe products 
• ArcGIS desktop 
• Google Earth 
• Spatial Analyst 
• Microsoft Office suite 

   

31. Operate and calibrate Global Positioning System (GPS) units and 
mobile data collection devices. I   

• Handheld GPS devices 
• Tablet computing devices 

   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Demonstrate appropriate level of knowledge of ICS structure, 
principles, and positions. I   

33. Use common terminology. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

35. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

36. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

37. Share current information with co-workers and immediate 
supervisor. D-3   

38. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Provide for the safety, welfare, and accountability of co-workers. D-3   

40. Recognize potentially-hazardous situations. D-3   

41. Communicate potentially-hazardous situations. D-3   
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42. Use personal protective equipment (PPE) as issued. D-3   

43. Safeguard property and equipment. D-3   

44. Provide current information for the call-down roster. D-3   

 

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

45. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

46. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

47. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Determine the time of transfer. I   

49. Provide for adequate overlap to ensure efficient transfer of duties. I   

50. Ensure that incident status information is up-to-date. I   

51. Ensure that an effective transfer of duties is accomplished. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Obtain performance appraisal from supervisor. I   

53. Make return travel arrangements. I   

54. Prepare final travel voucher. I   

55. Return equipment to Accountable Property Officer (APO). I   

56. Submit final timesheet, appraisal form, and travel voucher. I   

57. Check out with Automated Deployment Database (ADD). I   

58. Report to the Training Unit upon completion of training 
assignment. I   

59. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Geospatial Information System Specialist (GISP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Geospatial Information System Specialist (GISP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Geospatial Information System Specialist (GISP) 
Final Evaluator’s Verification 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 



21 November 2011, Revised GEOSPATIAL INFORMATION UNIT LEADER (GIUL) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 5 

Activity (Behavior): Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Activity (Behavior): Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Activity (Behavior): Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Activity (Behavior): Determine requirements and acquire resources to establish the unit 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Determine field requirements for facility space for a well-
organized unit. D-2   

• Staff planning for space allocation 
• Power/cooling 
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13. Request equipment through the Regional Geospatial Information 
Unit (GIU) Coordinator and IT Coordinator. D-2   

• Special requirements for network connectivity 
• Geospatial hardware 
• GPS data collection tools 
• Software license and tracking 

   

14. Request, coordinate, and deploy internal and external personnel 
through the Planning Section Chief. D-2   

• Agency deployment system 
• Federal mission assignments/interagency agreements 
• Contracts 

   

15. Order, inventory, and maintain equipment and supplies. I   

• Inventory list of current supplies 
• Equipment and supplies received in working condition 

   

    

Activity (Behavior): Provide geospatial coordination and customer service 

Competency: Customer Focus (C6); Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Determine and manage customer expectations for products. D-2   

• Delivery time frames 
• Product requirements 
• Deliverables 
• Geospatial product request forms 

   

17. Coordinate with appropriate stakeholders to prevent duplication of 
effort and to promote information sharing. D-3   

• Regional Geospatial Coordinators 
• FEMA Headquarters Geospatial Coordinators 
• Air Operations Branch, if established 
• Federal, state, and local agencies 
• Private sector, as appropriate 

   

18. Maintain close coordination with the Regional and National 
Remote Sensing Coordinators. D-3   

19. Manage and synergize geospatial resources, including 
geographically-dispersed staff. I   

• Co-located resources 
• Field sites 
• Emergency Operations Centers (EOCs) 
• Within sections branches/units 
• Emergency Support Functions (ESFs) 
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20. Brief customers on geospatial capabilities and activities. D-2   

• Command and general staff 
• Geospatial support to decision-makers 
• Opportunities to apply and develop geospatial products across program 

areas 
• Interpretation of products 

   

21. Set geospatial priorities based on incident requirements. D-2   

• Situation Unit requirements 
• Incident Action Plan (IAP) 
• Unified Coordination Group (UCG) 
• State requirements 
• Information Collection Plan (ICP) 

   

    

Activity (Behavior): Manage completion and distribution of geospatial products 

Competency: Information Management (C13); Customer Focus (C6) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

22. Review products for accuracy, timeliness, and completeness. D-3   

• Quality assurance 
• Quality control 
• Grammar and spelling 
• Cartographic representation 
• Disclaimer 

   

23. Manage workflow production, make necessary updates, and 
distribute geospatial products. D-2   

• Situation Unit requirements 
• Digital (Homeland Security Information Network [HSIN], Situational 

Awareness viewers, etc.) 
• Hard copies 
• Staff meetings 
• Work assignments 
• Conference calls 

   

24. Utilize models (if available) in coordination with authoritative 
sources. D-2   

• Simple language 
• Explanation of model biases or variations to decision-makers 
• Explanation of relevance to decision-makers 

   

25. Ensure products are developed within established time frames. D-3   

• Product request status 
• Product request completion 
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Activity (Behavior): Oversee management and analysis of geospatial data 

Competency: Manage & Organize Information (C18); Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Implement data management process and ensure staff adheres to 
procedures. D-2   

• File directory structure 
• Metadata 
• Mission support areas 
• Dynamic event data 

   

27. Maintain geospatial databases. D-3   

28. Identify and share approved data sets with stakeholders. D-3   

• Federal, state, and local organizations 
• Other FEMA program areas 
• Private sector 
• Public 

   

29. Provide direction to staff on proper use and interpretation of 
geospatial data and decision support tools. D-3   

30. Ensure plans and procedures are established for data backup in 
coordination with information technology (IT). D-3   

31. Integrate event-specific data into regional/national data warehouse. D-3   

    

Activity (Behavior): Comply with established policy and protocols 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Supervise adherence to copyright, disclaimers, licensing, and other 
sensitive products and data distribution protocols. D-2   

• Data license/end-user agreement (e.g., Homeland Security 
Infrastructure Program) 

• Commercial imagery license 
• Sensitive state and federal data (e.g., environmental data) 
• For Official Use Only (FOUO) 
• Personally Identifiable Information (PII) 
• Subject Matter Experts (SMEs) for authoritative data 

   

33. Establish incident standard conventions for files, layouts, and 
templates. D-2   
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34. Ensure GIU-specific considerations are included in the Continuity 
of Operations Plan (COOP). D-3   

35. Implement procedures as defined in current standards and doctrine. D-3   

36. Maintain accurate information and reports on geospatial requests 
and production. D-3   

37. Provide Documentation Unit with products for archiving. D-3   

• Per FEMA Records Management policy    

    

Activity (Behavior): Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

38. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

39. Hold personnel accountable for execution of assigned tasks. D-3   

40. Delegate specific authority based on the assigned tasks to 
subordinates. D-3   

41. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

42. Request additional resources or release surplus resources. D-3   

43. Address logistical problems that subordinates report. D-3   

44. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

45. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

46. Ensure work completed is consistent with direction and policy. D-3   

• Immediate supervisor’s direction 
• Stafford Act requirements 
• FEMA policies 

   

47. Keep assigned personnel informed of changes. D-3   

48. Notify immediate supervisor of all resource status changes when 
they occur. D-3   

49. Develop recommendations for next operational period. D-3   
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Activity (Behavior): Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS forms. I   

51. Maintain appropriate span of control. I   

52. Use common terminology. I   

53. Maintain unity of command. I   

    

Activity (Behavior): Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Attend scheduled briefings as required. D-3   

55. Brief assigned subordinates. D-3   

• Ensure that all direct subordinates receive a briefing 
• Ensure assignments are clear and provide additional information 

needed 
• Discuss special safety considerations or situations 

   

56. Debrief your subordinates at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

57. Brief immediate supervisor and Situation Unit on results of 
debriefings. D-3   
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Activity (Behavior): Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

58. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

59. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

60. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

61. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

62. Share current information with co-workers and immediate 
supervisor. D-3   

63. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Activity (Behavior): Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Provide for the safety, welfare, and accountability of coworkers. D-3   

65. Recognize potentially-hazardous situations. D-3   

66. Communicate potentially-hazardous situations. D-3   

67. Use personal protective equipment (PPE) as issued. D-3   

68. Safeguard property and equipment. D-3   

69. Provide current information for the call-down roster. D-3   

70. Maintain the integrity of the call-down roster. D-3   

71. Verify special precautions are taken when hazards exist. D-3   

72. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

    

Activity (Behavior): Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

73. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

74. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

75. Exhibit appropriate public stewardship of taxpayer dollars. I   
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Activity (Behavior): Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

77. Provide vision for unit members to accomplish their mission. D-3   

• Put your unit’s assignments in the context of the bigger picture    

78. Establish work assignments and set priorities. D-3   

79. Take corrective action when problems arise. D-3   

80. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Call-down contact list 
• Staggering of work hours 

   

81. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

82. Evaluate performance continuously. D-3   

83. Communicate performance deficiencies immediately and take 
corrective action. D-3   

84. Ensure that personnel receive needed training, mentoring, and 
coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel so they can develop and maintain skills 
• Provide subordinates with opportunities for development 
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85. Recognize effective individual and team performance. D-3   

86. Ensure all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

87. Prepare performance appraisals and discuss the results with direct 
reports. D-3   

88. Create a work environment that provides mutual respect and equal 
opportunity for all personnel assigned to the incident. D-3   

89. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

90. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Activity (Behavior): Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Determine the time of transfer. I   

92. Provide for adequate overlap to ensure efficient transfer of duties. I   

93. Ensure that incident status information is up-to-date. I   

94. Ensure that an effective transfer of duties is accomplished. I   

• Preferable: In-person briefing and written 
• Key positions made aware of key concerns 

   

95. Brief replacement on current situation. I   

96. Notify immediate supervisor when the transition is complete. I   

  



GEOSPATIAL INFORMATION UNIT LEADER (GIUL) 21 November 2011, Revised 

16 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Activity (Behavior): Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

97. Obtain performance appraisal from supervisor. I   

98. Make return travel arrangements. I   

99. Prepare final travel voucher. I   

100. Return accountable property. I   

101. Submit final timesheet, appraisal form, and travel voucher. I   

102. Check out with Automated Deployment Database (ADD). I   

103. Report to the Training Unit upon completion of training 
assignment. I   

104. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Geospatial Information Unit Leader (GIUL) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

 Geospatial Information Unit Leader (GIUL) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Geospatial Information Unit Leader (GIUL) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 

Official’s Printed Name, Title, HQ/Region, and Phone Number  

 

 



PUBLICATION DATE: 21 November 2011, Revised  
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Remote Sensing Specialist (RMSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) if applicable 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Obtain agency identification (badge) or other government-issued 
identifications. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Handheld GPS, if applicable 
• Camera, if applicable 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Report to the Training Unit to check in as a trainee. I   

9. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

10. Obtain situational information relevant to your assignment. I   

11. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

12. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Request, prioritize, and generate remote sensing products 

Competency: Analysis/Reasoning (C2); Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Identify local, state, and federal remote sensing assets and 
capabilities. I   

14. Identify requirements and Essential Elements of Information (EEI) 
in coordination with appropriate authorities. I   

• Information Collection Plan (ICP)    

15. Prioritize Areas of Interest (AOI) in coordination with appropriate 
authorities. I   

• State requests 
• Operations Section Chief 
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16. Submit requirements to FEMA National or Regional Remote 
Sensing Coordinators. I   

• Action Request Form (ARF) 
• Verbal or written requests 

   

17. Manage expectations of product deliverables and timelines. I   

• Flight/acquisition schedules 
• Imagery resolution 
• Data processing, exploitation, and dissemination 

   

18. Use standard conventions for files, layouts, and templates as 
established for the incident. I   

19. Operate specialized software applications to produce remote 
sensing products. I   

20. Operate and maintain desktop and wide-format printers. I   

    

Behavior/Activity: Manage remote sensing data 

Competency: Information Management (C13); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

21. Access, retrieve, and catalogue remote sensing data. I   

• Common raster file formats 
• Web map service 
• Web coverage service 

   

22. Create and maintain remote sensing databases. I   

• Data storage and scalability 
• Post-collection processing 
• Mosaic data set 
• Image services 

   

23. Review data for geospatial accuracy to meet operational 
requirements. I   

24. Import/export geospatial data. I   

• Various coordinate systems 
• Data 
• Projections 
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Behavior/Activity: Analyze and interpret data 

Competency: Analysis/Reasoning (C2); Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

25. Follow established standards for data interpretation. I   

• Hazard-specific policies and standards 
• FEMA policy 

   

26. Demonstrate skills in interpreting and generating imagery-derived 
vector products. I   

27. Analyze and compare imagery with operational information. I   

28. Request and coordinate external analysis and support, as needed. I   

• Federal, state, and local organizations 
• Private sector 
• Academia 

   

    

Behavior/Activity: Comply with established policy and protocols 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Adhere to copyright, disclaimers, licensing, and other sensitive 
products and data distribution protocols. I   

• Per supervisor direction 
• Data license/end-user agreement (e.g., Homeland Security 

Infrastructure Program) 
• Commercial imagery license 
• Sensitive state and federal data (e.g., environmental data) 
• For Official Use Only (FOUO) 
• Personally Identifiable Information (PII) 
• Subject Matter Experts (SME) for Authoritative data 

   

30. Follow procedures as defined in current standards and doctrine. I   
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Behavior/Activity: Provide remote sensing coordination and customer service 

Competency: Customer Focus (C6); Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Brief customers on interpretation and use of products. I   

32. Assist customers with preparing product request forms. I   

33. Track requests for completion. I   

34. Distribute geospatial products. I   

• Digital (e.g., Homeland Security Information Network [HSIN], 
Situational Awareness [SA] viewers, etc.) 

• Hard copies 

   

35. Identify potential needs for remote sensing support across 
functional areas. I   

• Emergency Services 
• External Affairs 
• Hazard Mitigation 
• Individual Assistance 
• Logistics 
• Long-Term Recovery & Planning 
• Planning 
• Public Assistance/Infrastructure 

   

36. Coordinate with appropriate stakeholders to prevent duplication of 
effort and to promote information sharing. I   

• Regional Remote Sensing Coordinators 
• FEMA Headquarters Remote Sensing Coordinator 
• Air Operations Branch, if established 
• Federal, state, and local agencies 
• Private sector, as appropriate 

   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Demonstrate appropriate level of knowledge of ICS structure, 
principles, and positions. I   

38. Use common terminology. I   
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Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

39. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

40. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

41. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

42. Share current information with co-workers and immediate 
supervisor. D-3   

43. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

44. Provide for the safety, welfare, and accountability of coworkers. D-3   

45. Recognize potentially-hazardous situations. D-3   

46. Communicate potentially-hazardous situations. D-3   

47. Use personal protective equipment (PPE) as issued. D-3   

48. Safeguard property and equipment. D-3   

49. Provide current information for the call-down roster. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

51. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

52. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Determine the time of transfer. I   

54. Provide for adequate overlap to ensure efficient transfer of duties. I   

55. Ensure that incident status information is up-to-date. I   

56. Ensure that an effective transfer of duties is accomplished. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Obtain performance appraisal from supervisor. I   

58. Make return travel arrangements. I   

59. Prepare final travel voucher. I   

60. Return equipment to Accountable Property Officer (APO). I   

61. Submit final timesheet, appraisal form, and travel voucher. I   

62. Check out with Automated Deployment Database (ADD). I   

63. Report to the Training Unit upon completion of training 
assignment. I   

64. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

 Remote Sensing Specialist (RMSP) 

TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Remote Sensing Specialist (RMSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Remote Sensing Specialist (RMSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Safety Specialist (SASP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current Program Guidance 
• Appropriate Forms (FEMA and ICS) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronym & Terms book (FAAT) 
• Planning Field Operations Guide 
• Stafford Act 
• Planning CD 
• HSIN/COP User Guide 
• Property issued for use on the incident including appropriate hand 

receipts for accountable property 

   

2. Obtain information prior to deployment. I   

• Incident type, name and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, Common 
Responsibilities. I   

4. Ensure agency identification (badge) is current or have 2 forms of 
federally recognized pictured identification. I   

• Drivers license 
• Passport 
• Federal/state agency identification 
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Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check-in at designated Incident check- in location and complete 
check-in packet. I   

6. Report to the Training Unit to check-in as a trainee. I   

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain relevant information on your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 

   

11. Identify topics, issues and concerns of potential relevance to your 
assignment. I   
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Behavior/Activity: Understand, use and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of knowledge of ICS. I   

• Organization structure 
• Principles 
• Positions 
• ICS Forms 

   

13. Use common terminology. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise coworkers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Consistently demonstrate professional and appropriate verbal 
communication. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Respectful word choices 
• Be clear and concise 
• Minimize use of acronyms 
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20. Consistently demonstrate professional and appropriate non-verbal 
communication. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with coworkers and immediate 
supervisor. D-3   

23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of Federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation and other individual differences in 
accordance with the Under Secretary’s nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   

  



21 November 2011, Revised SAFETY SPECIALIST (SASP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 9 

Behavior/Activity: Conduct safety, health, and environmental (Safety) hazard assessment to anticipate, 
recognize, and control occupational hazards and environmental risks 

Competency: Researching Information (21); Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Perform and document inspections of proposed and existing 
FEMA managed facilities, buildings, and workplaces prior to, and 
during occupancy. 

D-3 
  

28. Serve as the field point of contact for the Safety function on the 
disaster. D-3   

• Disaster survivor safety, health, and environmental issues 
• Safety and health for FEMA contractors 
• Building inspections 
• Equipment and structures 

   

29. Conduct workplace surveys and hazard assessments of all 
applicable operations. D-3   

• Job Hazard Analysis (JHA) 
• Safety and health checklists 
• Standard Operating Procedures (SOPs) 
• Incident Action Plan Safety Analysis (ICS 215A) 

   

30. Respond to employee safety, health, and environmental concerns 
and complaints. E   

31. Gather data to be used in the development of plans. D-3   

• Occupant Emergency Plan (OEP) 
• Continuity of Operations Plan (COOP) 
• Medical Plan (ICS 206) 
• Activity Log (ICS 214) 
• Environmental permits 

   

    
Behavior/Activity: Identify corrective actions to remediate, abate, and/or substitute the hazard 

Competency: Decision Making & Judgment (C7); Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Determine type of control required for hazard. D-3   

• Administrative 
• Substitution 
• Engineering 
• Personal Protective Equipment (PPE) 
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Behavior/Activity: Develop Safety plans and programs 

Competency: Manage & Organize Information (C18); Communication-Written (C5) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

33. Develop the disaster-specific Health and Safety Plan (HASP), 
based on hazard assessment data. D-3   

34. Develop the OEP. D-3   

35. Develop the HAZCOM Plan. D-3   

36. Develop other Safety plans and programs, as required. D-3   

• Spill Prevention Control and Countermeasure (SPCC) 
• Respiratory protection 
• Exposure monitoring 
• Lockout-Tagout 
• Storm water 
• Hazardous waste 

   

37. Provide input to the COOP. D-3   

• Disaster-specific call-in information line    

38. Develop Safety briefings. D-3   

• Memos 
• Emails 
• Flyers 
• Messages 

   

39. Develop relevant safety messages for inclusion into the Incident 
Action Plan (IAP). D-3   

    

Behavior/Activity: Implement Safety plans and programs in accordance with all applicable regulations (local, 
state, and federal), standards, and guidelines 

Competency: Planning and Organizing (C20); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Implement Automated External Defibrillator (AED) protocols and 
program. D-3   

41. Implement the disaster-specific Health and Safety Plan (HASP), 
based on hazard assessment data. D-3   
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42. Implement the OEP. D-3   

• Specific emergency egress procedures 
• Evacuation drills, maps, and information 
• Shelter-in-place requirements 

   

43. Implement the HAZCOM Plan. D-3   

• Written plan 
• Material Safety Data Sheets 
• Inventory 
• Training 

   

44. Implement other Safety plans and programs, as required. D-3   

• Spill Prevention Control and Countermeasure (SPCC) 
• Respiratory protection 
• Exposure monitoring 
• Lockout-Tagout 
• Storm water 
• Hazardous waste 

   

45. Complete and maintain ICS forms as directed. D-3   

• ICS 215A 
• ICS 206 
• ICS 214 
• Incident Objectives (ICS 202) section 7  
• General Message (ICS 213) 

   

46. Deliver required Safety briefings as directed. D-3   

• Safety briefing 
• Health briefing 
• Environmental briefing 
• Fire briefing 
• Industrial hygiene briefing 
• Incident-wide briefing through the Interagency Safety Committee 

   

47. Implement the control. D-3   

• Training 
• Elimination 

   

48. Ensure that a copy of the building inspection form is provided to 
the Logistics point of contact. D-3   

49. Work with Logistics to acquire proper funding. D-3   
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Behavior/Activity: Assist the reassessment of the controls implemented and reevaluation of plans and 
programs initiated 

Competency: Decision Making & Judgment (C7); Manage & Organize Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Provide situational awareness to immediate supervisor on any 
changes that could affect disaster-wide operations. D-3   

51. Collect data for trend analysis. D-3   

• Occupational Safety and Health Administration (OSHA) 300 log 
• Vehicle accident log 
• First aid log 
• Safety concerns of employees and other agencies 
• Environmental incidents 

   

52. Develop site-specific updates about safety occurrences. D-3   

53. Conduct follow-up weekly inspections. D-3   

54. Complete Inspection report. D-3   

55. Evaluate and reassess the control. D-3   

• Quantitative sampling 
• Observation 
• JHA 
• Follow-up site visits 

   

56. Ensure that building inspection corrective actions have been taken 
by logistics. D-3   

    

Behavior/Activity: Support the Safety function 

Competency: Manage & Organize Information (C18); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Assist in the coordination and communications regarding all 
hazards and/or potential hazards with collaborating agencies. D-3   

• ESF organizations 
• Other federal agencies (OFA) 
• Local, state, and tribal agencies 
• Contractors 
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58. Contribute to Safety reports. D-3   

• Closeout report 
• Weekly report 
• Weekly conference calls 

   

59. Maintain rosters for the provided Safety briefings. D-3   

60. Maintain records necessary for the Safety function. D-3   

• Hazardous waste records 
• Environmental permits 

   

    

Behavior/Activity: Complete accident/incident investigations and documentation for each incident 

Competency: Attention to Detail (C3);  Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

61. Facilitate injury, illness, environmental release, and/or fire-related 
loss/incident data collection and trend analysis of incidents 
involving FEMA personnel, contractors, and visitors. 

D-3 
  

62. Maintain OSHA 300 log and 301 log. D-3   

63. Maintain first aid Log for non-OSHA-recordable incidents. D-3   

64. Maintain vehicle accident log. D-3   

65. Review Notice of Traumatic Injury (CA-1), Notice of 
Occupational Disease and Claim for Compensation (CA-2), Motor 
Vehicle Accident Report (Standard Form 91), and investigation 
reports. 

D-3 
  

66. Complete accident/incident investigations and documentation for 
each accident/incident and near-miss as directed. D-3   

    

Behavior/Activity: Coordinate activities with safety and health representatives from other organizations 

Competency: Leadership (C16); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Coordinate with partners in the development of hazard assessment, 
employee training, and technical resources for disasters that do not 
require the Interagency Safety Committee. 

D-3 
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68. Coordinate with state, tribal, and local counterparts, as directed. D-3   

• OSHA 
• State environmental 
• Local emergency planning committee 
• State emergency response commission 
• State or local Emergency Operations Center (EOC) safety officer 
• Tribal representative 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

69. Find out time of transition from immediate supervisor. I   

70. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

71. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Obtain performance appraisal from supervisor. I   

73. Report to the Training Unit at completion of training assignment. I   

74. Make return travel arrangements. I   

75. Prepare final travel voucher. I   

76. Return accountable property to the Accountable Property Office 
(APO). I   

77. Submit final timesheet, appraisal form and travel voucher. I   

78. Check out with the Automated Deployment Database (ADD). I   

79. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Safety Specialist (SASP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Safety Specialist (SASP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Safety Specialist (SASP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Safety Officer Type I (SFO1) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed during the first 72 hours of 
the assignment in a personal go-kit. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain situational information relevant to your assignment. I   

• Resources currently assigned to your Command Staff organization 
• Resources en route and/or ordered for your Command Staff 

organization 
• Incident facilities, types, and location 
• Incident objectives 
• Governor’s guidance 
• State Emergency Management Agency guidance 
• Political issues and sensitivities 
• Staging areas, camps, area field offices, and other incident facilities 
• Information from other personnel responsible for your Command Staff 

organization prior to your arrival, if applicable 
• Review FEMA/state agreement if approved 

   

10. Obtain initial direction from the FCO concerning your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 
• Current state and local priorities 

   

11. Identify issues and concerns of potential relevance to your 
assignment. I   
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12. Attend and participate in the initial Incident Management 
Assistance Team (IMAT) meeting. I   

• Current incident status 
• Obtain FCO priorities and expectations for the IMAT 
• Review roles and responsibilities of IMAT members 
• Resource ordering procedures 
• Public information strategy 
• Planning, logistics, and finance/admin procedures 
• Jurisdictional limitations, concerns, and restrictions 
• Safety and security concerns 
• Special incident considerations 
• Obtain schedule for briefings and meetings 

   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS forms. I   

14. Maintain appropriate span of control. I   

15. Use common terminology. I   

16. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

17. Provide for the safety, welfare, and accountability of your 
Command Staff organization personnel. D-3   

18. Recognize potentially hazardous situations. D-3   

19. Communicate potentially hazardous situations. D-3   

20. Use personal protective equipment (PPE) as issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   
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23. Maintain the integrity of the call-down roster. D-3   

24. Verify that special precautions are taken when hazards exist. D-3   

25. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

26. Determine if the organizational structure is appropriate. D-3   

• Incident objectives and FCO direction 
• Emergency Support Functions (ESFs) assigned 
• Coordination needs at the state and local level 

   

27. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Unity of command 
• Proper ICS positions 

   

28. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned to your 
Command Staff organization. 

D-3 
  

• Location and status of assigned resources 
• Resource identifier, if assigned 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

29. Check to ensure subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

30. Discuss findings and recommendations with the FCO as necessary. D-3   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs, if applicable 

   

31. Make any necessary organizational adjustments. D-3   
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32. Keep FCO and assigned personnel informed of organizational 
changes. D-3   

33. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

34. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

35. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

36. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

37. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

38. Share current information with co-workers and FCO. I   

39. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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40. Keep Command and General Staff informed. D-3   

• Current information 
• Significant changes 
• Significant decision and actions 

   

41. Provide the Situation Unit Leader with your Command Staff 
organization information for the situation report (Sitrep). D-3   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Attend scheduled briefings as required. D-3   

43. Brief your direct report staff on details of the Command Staff 
organization’s support to the IAP following the Operations 
briefing. 

D-3 
  

• Remind direct report staff that all supervisory personnel need to be 
briefed 

• Ensure that assignments are clear and provide additional information 
needed 

• Discuss special safety considerations or situations 

   

44. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

45. Brief FCO on results of debriefings. D-3   
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Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Participate in the preparation of incident plans. D-3   

• Strategic Plan 
• Functional plans 
• Demobilization Plan 
• Emergency Occupancy plan (incident personnel) 
• Continuity of Operations Plan (COOP) 
• Health and Safety Plan (HASP) 

   

47. Solicit input from your appropriate Command Staff organization 
personnel during the plan development and provide them an 
opportunity to review the draft document. 

D-3 
  

    

Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

48. Anticipate your Command Staff organization’s support to 
Operations for the next operational period. D-3   

49. Determine your Command Staff organization’s support capabilities 
based on anticipated needs. D-3   

50. Ensure your Command Staff organization’s participation in the 
Operations Tactics meeting when Command Staff support is 
required. 

D-3 
  

• Discuss with the Operations Section Chief (OSC) if your Command 
Staff organization’s attendance is required 

• Identify additional Command Staff organization resources needed to 
support the next operational-period plan 

• If shortfalls exist, communicate them to the OSC 

   

51. Attend the Command and General Staff Planning meeting. D-3   

• Review the IAP 
• Recommend corrections/adjustments to the IAP 
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

53. Hold personnel accountable for the execution of assigned tasks. D-3   

54. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

55. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

56. Request additional resources or release surplus resources. D-3   

57. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

58. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

59. Ensure that work completed is consistent with direction, policy, 
and incident objectives. D-3   

• FCO direction 
• FEMA policies 

   

60. Keep assigned personnel informed of changes. D-3   

61. Notify Resource Unit Leader of all resource status changes when 
they occur. D-3   

    

Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 
effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

62. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

63. Share critical information with state, tribal, and local officials. D-3   

64. Take early action to mitigate or resolve coordination issues. D-3   

65. Foster teamwork and emphasize a unified approach. D-3   
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Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

66. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

67. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

68. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. I   

69. Represent FEMA in a professional manner when working with 
internal and external parties. I   

70. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

71. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

72. Show subordinates how their assignments support the overall 
management of the incident. D-3   

73. Establish work assignments and set priorities. D-3   

74. Take corrective action when problems arise. D-3   
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75. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

76. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

77. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

78. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

79. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

80. Prepare and discuss formal performance evaluations. D-3   

81. Create a work environment that provides mutual respect and equal 
opportunity for Command Staff organization personnel. D-3   

82. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

83. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

84. Write performance appraisals and discuss the results with direct 
report staff. D-3   

    

Behavior/Activity: Ensure that safety, health, and environmental (Safety) hazard assessments are completed 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

85. Ensure that inspections of proposed and existing FEMA managed 
facilities, buildings, and workplaces are completed and 
documented prior to, and during occupancy. 

E 
  

86. Serve as the point of contact for the Safety function on the disaster. E   

• FCO 
• National Regional Coordination Center (NRCC) 
• FEMA OSHE 
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87. Ensure the completion of workplace surveys and hazard 
assessments of all applicable operations. E   

• Job Hazard Analysis (JHA) 
• Safety and health checklists 
• Standard Operating Procedures (SOPs) 
• Incident Action Plan Safety Analysis (ICS 215A) 

   

88. Oversee the completion of employee safety, health, and 
environmental concerns and complaints. E   

89. Ensure the proper collection and use of data and information for 
required reports and legal mandates. E   

• Occupant Emergency Plan (OEP) 
• Continuity of Operations Plan (COOP) 
• Medical Plan (ICS 206) 
• Environmental permits 

   

    

Behavior/Activity: Review proposed corrective actions to remediate, abate, and/or substitute the hazard 

Competency: Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

90. Approve the determined type of control required for hazard. E   

• Administrative 
• Substitution 
• Engineering 
• Personal Protective Equipment (PPE) 

   

    

Behavior/Activity: Review, approve, and submit Safety plans, messages, and programs 

Competency: Manage Development of Plans (C17); Communication-Written (C5) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Review and approve Safety plans and programs. E   

• Health and Safety Plan (HASP) 
• OEP 
• Hazard Communication (HAZCOM) 
• Applicable Environmental Plans, Messages, and Programs 
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92. Submit Safety plans and programs. E   

• Planning 
• FCO 
• Headquarters 

   

93. Review Safety briefings. E   

94. Finalize and submit Safety inputs for inclusion into the Incident 
Action Plan (IAP). E   

95. Review and submit Safety inputs to the COOP. E   

96. Request and obtain safety, health, environmental, and fire-related 
information and support from subject matter experts as necessary. E   

97. Contribute Safety input to the incident demobilization plan. E   

    

Behavior/Activity: Ensure the implementation of Safety plans and programs in accordance with all 
applicable regulations (local, state, and federal), standards, and guidelines 

Competency: Leadership (C16); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

98. Ensure implementation of Safety plans and programs. E   

• HASP 
• OEP 
• HAZCOM 
• Automated External Defibrillator (AED) 
• Applicable environmental programs 

   

99. Ensure completion of ICS forms. E   

• ICS 215A 
• ICS 206 
• Activity Log (ICS 214) 
• Incident Objectives (ICS 202) section 7 

   

100. Deliver Safety briefings at Command and General Staff meeting. E   

101. Ensure that hazard controls are implemented. E   

• Elimination 
• Substitution 
• PPE 
• Administrative 
• Engineering 

   

102. Communicate justification of hazard control to Finance/Admin and 
Logistics Section Chiefs. E   
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103. Establish and chair the Interagency Safety Committee. E   

• Take notes 
• Summarize findings 
• Distribute findings 
• Follow up on recommendations 

   

    

Behavior/Activity: Reevaluate the controls, programs and plans 

Competency: Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

104. Provide situational awareness to immediate supervisor on any 
changes that could affect disaster-wide operations. E   

105. Analyze collected data. E   

• Occupational Safety and Health Administration (OSHA) 300 log 
• Vehicle accident log 
• First aid log 
• Safety concerns of employees and other agencies 
• Environmental incidents 
• AED program 

   

106. Reevaluate site-specific safety issues for updates. E   

107. Reevaluate and reassess the hazard control and recommendations 
from the inspection reports. E   

    

Behavior/Activity: Establish and manage the Safety function 

Competency: Manage Resources (C19); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

108. Finalize and distribute Safety reports. E   

• Closeout report 
• Weekly report 
• Weekly conference calls 

   

109. Ensure that the records necessary for the Safety function are 
maintained. E   

• Hazardous waste records 
• Environmental permits 
• Briefing rosters 
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110. Coordinate with other Command and General Staff to ensure the 
proper implementation of the HASP. E   

111. Review and approve Safety-related purchase requests to ensure 
that Safety procurement requirements are achieved. E   

112. Inform the immediate supervisor and National Disaster Safety 
Officer Cadre Manager of significant hazardous situations or 
events. 

E 
  

113. Manage mission assignments. E   

114. Coordinate with FEMA External Affairs to ensure consistency 
with public messages and awareness of FEMA disaster-related 
activities. 

E 
  

115. Coordinate and communicate with the NRCC Safety Coordinators 
to ensure the proper reporting of the event and hazards, when 
applicable. 

E 
  

    

Behavior/Activity: Manage the Safety function responsibilities for accident/incident investigations and 
documentation 

Competency: Attention to Detail (C3); Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

116. Review accident/incident investigations and documentation. E   

117. Submit accident investigation reports and Fatality and Catastrophic 
(FATCAT) notifications as required. E   

    

Behavior/Activity: Coordinate activities with safety and health representatives 

Competency: Leadership (C16); Incident Action Planning (C13) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

118. Inform all collaborating agencies and Command and General Staff 
regarding hazards and/or potential hazards. E   

• ESF organizations 
• Other Federal Agencies (OFA) 
• Local, state, and tribal agencies 
• Contractors 
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119. Coordinate with Interagency Safety Committee partners in the 
development of hazard assessment, employee training, and 
technical resources for disasters to provide consistency in hazard 
analysis. 

E 
  

120. Coordinate with state, tribal, and local counterparts. E   

• OSHA 
• State environmental 
• Local emergency planning committee 
• State emergency response commission 
• State or local Emergency Operations Center (EOC) safety officer 
• Tribal representative 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

121. Negotiate the time of transfer. I   

122. Provide for adequate overlap to ensure efficient transfer of duties. I   

123. Brief replacement on current situation. I   

124. Ensure that appropriate information is up-to-date. I   

125. Ensure that an effective transfer of duties is accomplished. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

126. Coordinate with FCO to develop and carry out a staff reduction 
plan. D-3   

127. Ensure that closeout records are current, accurate, and complete. D-3   

128. Submit items for the Remedial Action Management Program 
(RAMP) to the Planning Section Chief. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

129. Obtain performance appraisal from supervisor. I   

130. Report to the Training Unit upon completion of training 
assignment. I   

131. Make return travel arrangements. I   

132. Prepare the final travel voucher. I   

133. Return equipment to the Accountable Property Office (APO). I   

134. Submit final timesheet, appraisal form, and travel voucher. I   

135. Check out with the Automated Deployment Database (ADD). I   

136. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Safety Officer Type I (SFO1) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Safety Officer Type I (SFO1) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Safety Officer Type I (SFO1) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Safety Officer Type II (SFO2) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed during the first 72 hours of 
the assignment in a personal go-kit. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain situational information relevant to your assignment. I   

• Resources currently assigned to your Command Staff organization 
• Resources en route and/or ordered for your Command Staff 

organization 
• Incident facilities, types, and location 
• Incident objectives 
• Governor’s guidance 
• State Emergency Management Agency guidance 
• Political issues and sensitivities 
• Staging areas, camps, area field offices, and other incident facilities 
• Information from other personnel responsible for your Command Staff 

organization prior to your arrival, if applicable 
• Review FEMA/state agreement if approved 

   

10. Obtain initial direction from the FCO concerning your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 
• Current state and local priorities 

   

11. Identify issues and concerns of potential relevance to your 
assignment. I   
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12. Attend and participate in the initial Incident Management 
Assistance Team (IMAT) meeting. I   

• Current incident status 
• Obtain FCO priorities and expectations for the IMAT 
• Review roles and responsibilities of IMAT members 
• Resource ordering procedures 
• Public information strategy 
• Planning, logistics, and finance/admin procedures 
• Jurisdictional limitations, concerns, and restrictions 
• Safety and security concerns 
• Special incident considerations 
• Obtain schedule for briefings and meetings 

   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS forms. I   

14. Maintain appropriate span of control. I   

15. Use common terminology. I   

16. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

17. Provide for the safety, welfare, and accountability of your 
Command Staff organization personnel. D-3   

18. Recognize potentially hazardous situations. D-3   

19. Communicate potentially hazardous situations. D-3   

20. Use personal protective equipment (PPE) as issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   
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23. Maintain the integrity of the call-down roster. D-3   

24. Verify that special precautions are taken when hazards exist. D-3   

25. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-3   

26. Notify the Safety Officer of any accidents. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Determine if the organizational structure is appropriate. D-3   

• Incident objectives and FCO direction 
• Emergency Support Functions (ESFs) assigned 
• Coordination needs at the state and local level 

   

28. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Unity of command 
• Proper ICS positions 

   

29. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned to your 
Command Staff organization. 

D-3 
  

• Location and status of assigned resources 
• Resource identifier, if assigned 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

30. Check to ensure subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

31. Discuss findings and recommendations with the FCO as necessary. D-3   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs, if applicable 

   

32. Make any necessary organizational adjustments. D-3   
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33. Keep FCO and assigned personnel informed of organizational 
changes. D-3   

34. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

36. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

37. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

38. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

39. Share current information with co-workers and FCO. I   

40. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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41. Keep Command and General Staff informed. D-3   

• Current information 
• Significant changes 
• Significant decision and actions 

   

42. Provide the Situation Unit Leader with your Command Staff 
organization information for the situation report (Sitrep). D-3   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Attend scheduled briefings as required. D-3   

44. Brief your direct report staff on details of the Command Staff 
organization’s support to the IAP following the Operations 
briefing. 

D-3 
  

• Remind direct report staff that all supervisory personnel need to be 
briefed 

• Ensure that assignments are clear and provide additional information 
needed 

• Discuss special safety considerations or situations 

   

45. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

46. Brief FCO on results of debriefings. D-3   
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Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Participate in the preparation of incident plans. D-3   

• Strategic Plan 
• Functional plans 
• Demobilization Plan 
• Evacuation plan (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

48. Solicit input from your appropriate Command Staff organization 
personnel during the plan development and provide them an 
opportunity to review the draft document. 

D-3 
  

    

Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Anticipate your Command Staff organization’s support to 
Operations for the next operational period. D-3   

50. Determine your Command Staff organization’s support capabilities 
based on anticipated needs. D-3   

51. Ensure your Command Staff organization’s participation in the 
Operations Tactics meeting when Command Staff support is 
required. 

D-3 
  

• Discuss with the Operations Section Chief (OSC) if your Command 
Staff organization’s attendance is required 

• Identify additional Command Staff organization resources needed to 
support the next operational-period plan 

• If shortfalls exist, communicate them to the OSC 

   

52. Attend the Command and General Staff Planning meeting. D-3   

• Review the IAP 
• Recommend corrections/adjustments to the IAP 
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

54. Hold personnel accountable for the execution of assigned tasks. D-3   

55. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

56. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

57. Request additional resources or release surplus resources. D-3   

58. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

59. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

60. Ensure that work completed is consistent with direction, policy, 
and incident objectives. D-3   

• FCO direction 
• FEMA policies 

   

61. Keep assigned personnel informed of changes. D-3   

62. Notify Resource Unit Leader of all resource status changes when 
they occur. D-3   

    
Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 

effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

64. Share critical information with state, tribal, and local officials. D-3   

65. Take early action to mitigate or resolve coordination issues. D-3   

66. Foster teamwork and emphasize a unified approach. D-3   
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Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

68. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

69. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. I   

70. Represent FEMA in a professional manner when working with 
internal and external parties. I   

71. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

73. Show subordinates how their assignments support the overall 
management of the incident. D-3   

74. Establish work assignments and set priorities. D-3   

75. Take corrective action when problems arise. D-3   
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76. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

77. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

78. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

79. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

80. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

81. Prepare and discuss formal performance evaluations. D-3   

82. Create a work environment that provides mutual respect and equal 
opportunity for Command Staff organization personnel. D-3   

83. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

84. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

85. Write performance appraisals and discuss the results with direct 
report staff. D-3   

    

Behavior/Activity: Ensure that safety, health, and environmental (Safety) hazard assessments are completed 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

86. Ensure that inspections of proposed and existing FEMA managed 
facilities, buildings, and workplaces are completed and 
documented prior to, and during occupancy. 

D-2 
  

87. Serve as point of contact for the Safety function on the disaster. D-2   

• FCO 
• National Response Coordination Center (NRCC) 
• FEMA OSHE 
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88. Ensure the completion of workplace surveys and hazard 
assessments of all applicable operations. D-2   

• Job Hazard Analysis (JHA) 
• Safety and health checklists 
• Standard Operating Procedures (SOPs) 
• Incident Action Plan Safety Analysis (ICS 215A) 

   

89. Oversee the completion of employee safety, health, and 
environmental concerns and complaints. E   

90. Ensure the proper collection and use of data and information for 
required reports and legal mandates. D-2   

• Occupant Emergency Plan (OEP) 
• Continuity of Operations Plan (COOP) 
• Medical Plan (ICS 206) 
• Environmental permits 

   

    

Behavior/Activity: Review proposed corrective actions to remediate, abate, and/or substitute the hazard 

Competency: Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Approve the determined type of control required for hazard. D-2   

• Administrative 
• Substitution 
• Engineering 
• Personal Protective Equipment (PPE) 

   

    

Behavior/Activity: Review, approve, and submit Safety plans, messages, and programs 

Competency: Manage Development of Plans (C17); Communication-Written (C5) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Review and approve Safety plans and programs. D-2   

• Health and Safety Plan (HASP) 
• OEP 
• Hazard Communication (HAZCOM) 
• Applicable Environmental Plans, Messages, and Programs 

   



SAFETY OFFICER TYPE II (SFO2) 21 November 2011, Revised 

16 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

93. Submit Safety plans and programs. D-2   

• Planning 
• FCO 
• Headquarters 

   

94. Review Safety briefings. D-2   

95. Finalize and submit Safety inputs for inclusion into the Incident 
Action Plan (IAP). D-2   

96. Review and submit Safety inputs to the COOP. D-2   

97. Request and obtain safety, health, environmental, and fire-related 
information and support from subject matter experts as necessary. D-2   

98. Contribute Safety input to the incident demobilization plan. D-2   

    

Behavior/Activity: Ensure the implementation of Safety plans and programs in accordance with all 
applicable regulations (local, state, and federal), standards, and guidelines 

Competency: Leadership (C16); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

99. Ensure implementation of Safety plans and programs. D-2   

• HASP 
• OEP 
• HAZCOM 
• Automated External Defibrillator (AED) 
• Applicable environmental programs 

   

100. Ensure completion of Incident Command System (ICS) forms. D-2   

• ICS 215A 
• ICS 206 
• Activity Log (ICS 214) 
• Incident Objectives (ICS 202) section 7 

   

101. Deliver Safety briefings at Command and General Staff meeting. D-2   

102. Ensure that hazard controls are implemented. D-2   

• Elimination 
• Substitution 
• PPE 
• Administrative 
• Engineering 

   

103. Communicate justification of hazard control to Finance/Admin and 
Logistics Section Chiefs. D-2   
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104. Establish and chair the Interagency Safety Committee. D-2   

• Take notes 
• Summarize findings 
• Distribute findings 

   

    

Behavior/Activity: Reevaluate the controls, programs and plans 

Competency: Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

105. Provide situational awareness to immediate supervisor on any 
changes that could affect disaster-wide operations. D-2   

106. Analyze collected data. D-2   

• Occupational Safety and Health Administration (OSHA) 300 log 
• Vehicle accident log 
• First aid log 
• Safety concerns of employees and other agencies 
• Environmental incidents 

   

107. Reevaluate site-specific safety issues for updates. D-2   

108. Reevaluate and reassess the hazard control and recommendations 
from the inspection reports. D-2   

    

Behavior/Activity: Establish and manage the Safety function 

Competency: Manage Resources (C19); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

109. Finalize and distribute Safety reports. D-2   

• Closeout report 
• Weekly report 
• Weekly conference calls 

   

110. Ensure that the records necessary for the Safety function are 
maintained. D-2   

• Hazardous waste records 
• Environmental permits 
• Briefing rosters 
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111. Coordinate with other Command and General Staff to ensure the 
proper implementation of the HASP. D-2   

112. Review and approve Safety-related purchase requests to ensure 
that Safety procurement requirements are achieved. D-2   

113. Inform the immediate supervisor and National Disaster Safety 
Officer Cadre Manager of significant hazardous situations or 
events. 

D-2 
  

114. Manage mission assignments. D-2   

115. Coordinate with FEMA External Affairs to ensure consistency 
with public messages and awareness of FEMA disaster-related 
activities. 

D-2 
  

116. Coordinate and communicate with the NRCC Safety Coordinators 
to ensure the proper reporting of the event and hazards, when 
applicable. 

D-2 
  

    

Behavior/Activity: Manage the Safety function responsibilities for accident/incident investigations and 
documentation 

Competency: Attention to Detail (C3); Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

117. Review accident/incident investigations and documentation. D-2   

118. Submit accident investigation reports and Fatality and Catastrophic 
(FATCAT) notifications as required. D-2   

    

Behavior/Activity: Coordinate activities with safety and health representatives 

Competency: Leadership (C16); Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

119. Inform all collaborating agencies and Command and General Staff 
regarding hazards and/or potential hazards. D-2   

• ESF organizations 
• Other Federal Agencies (OFA) 
• Local, state, and tribal agencies 
• Contractors 
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120. Coordinate with Interagency Safety Committee partners in the 
development of hazard assessment, employee training, and 
technical resources for disasters to provide consistency in hazard 
analysis. 

D-2 
  

121. Coordinate with state, tribal, and local counterparts. D-2   

• OSHA 
• State environmental 
• Local emergency planning committee 
• State emergency response commission 
• State or local Emergency Operations Center (EOC) safety officer 
• Tribal representative 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

122. Negotiate the time of transfer. I   

123. Provide for adequate overlap to ensure efficient transfer of duties. I   

124. Brief replacement on current situation. I   

125. Ensure that appropriate information is up-to-date. I   

126. Ensure that an effective transfer of duties is accomplished. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

127. Coordinate with FCO to develop and carry out a staff reduction 
plan. D-3   

128. Ensure that closeout records are current, accurate, and complete. D-3   

129. Submit items for the Remedial Action Management Program 
(RAMP) to the Planning Section Chief. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

130. Obtain performance appraisal from supervisor. I   

131. Report to the Training Unit upon completion of training 
assignment. I   

132. Make return travel arrangements. I   

133. Prepare the final travel voucher. I   

134. Return equipment to the Accountable Property Office (APO). I   

135. Submit final timesheet, appraisal form, and travel voucher. I   

136. Check out with the Automated Deployment Database (ADD).  I   

137. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Safety Officer Type II (SFO2) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Safety Officer Type II (SFO2) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Safety Officer Type II (SFO2) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Safety Officer Type III (SFO3) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 1 

FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed during the first 72 hours of 
the assignment in a personal go-kit. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 
• Position job aids if available 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain situational information relevant to your assignment. I   

• Resources currently assigned to your Command Staff organization 
• Resources en route and/or ordered for your Command Staff 

organization 
• Incident facilities, types, and location 
• Incident objectives 
• Governor’s guidance 
• State Emergency Management Agency guidance 
• Political issues and sensitivities 
• Staging areas, camps, area field offices, and other incident facilities 
• Information from other personnel responsible for your Command Staff 

organization prior to your arrival, if applicable 
• Review FEMA/state agreement if approved 

   

10. Obtain initial direction from the FCO concerning your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 
• Current state and local priorities 

   

11. Identify issues and concerns of potential relevance to your 
assignment. I   
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12. Attend and participate in the initial Incident Management 
Assistance Team (IMAT) meeting. I   

• Current incident status 
• Obtain FCO priorities and expectations for the IMAT 
• Review roles and responsibilities of IMAT members 
• Resource ordering procedures 
• Public information strategy 
• Planning, logistics, and finance/admin procedures 
• Jurisdictional limitations, concerns, and restrictions 
• Safety and security concerns 
• Special incident considerations 
• Obtain schedule for briefings and meetings 

   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

13. Demonstrate appropriate level of knowledge of ICS structure, 
principles, positions, and ICS forms. I   

14. Maintain appropriate span of control. I   

15. Use common terminology. I   

16. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

17. Provide for the safety, welfare, and accountability of your 
Command Staff organization personnel. D-3   

18. Recognize potentially hazardous situations. D-3   

19. Communicate potentially hazardous situations. D-3   

20. Use personal protective equipment (PPE) as issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   
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23. Maintain the integrity of the call-down roster. D-3   

24. Verify that special precautions are taken when hazards exist. D-3   

25. Develop and communicate emergency procedures consistent with 
the safety and security plans. D-3   

26. Notify the Safety Officer of any accidents. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor's direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Determine if the organizational structure is appropriate. D-3   

• Incident objectives and FCO direction 
• Emergency Support Functions (ESFs) assigned 
• Coordination needs at the state and local level 

   

28. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Unity of command 
• Proper ICS positions 

   

29. Review the Incident Action Plan (IAP), other relevant plans, or 
Resource Unit records to identify resources assigned to your 
Command Staff organization. 

D-3 
  

• Location and status of assigned resources 
• Resource identifier, if assigned 
• Supervisor name and contact information 
• Location 
• Assignment 
• Resource kind and type 

   

30. Check to ensure subordinates are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

31. Discuss findings and recommendations with the FCO as necessary. D-3   

• Organizational structure 
• Shortages or surpluses of resources 
• Issues and concerns 
• Facilities needs, if applicable 

   

32. Make any necessary organizational adjustments. D-3   
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33. Keep FCO and assigned personnel informed of organizational 
changes. D-3   

34. Request additional personnel, supplies, services, and equipment 
needed within the established ordering processes. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

36. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

37. Establish and maintain positive interpersonal and interagency 
working relationships. I   

• Participating agencies 
• Emergency Support Functions (ESFs) 
• Counterparts at all levels 

   

38. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

39. Share current information with co-workers and FCO. I   

40. Be an effective team player. I   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 
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41. Keep Command and General Staff informed. D-3   

• Current information 
• Significant changes 
• Significant decision and actions 

   

42. Provide the Situation Unit Leader with your Command Staff 
organization information for the situation report (Sitrep). D-3   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

43. Attend scheduled briefings as required. D-3   

44. Brief your direct report staff on details of the Command Staff 
organization’s support to the IAP following the Operations 
briefing. 

D-3 
  

• Remind direct report staff that all supervisory personnel need to be 
briefed 

• Ensure that assignments are clear and provide additional information 
needed 

• Discuss special safety considerations or situations 

   

45. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 
• Needed readjustments to ongoing IAP assignments 

   

46. Brief FCO on results of debriefings. D-3   
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Behavior/Activity: Ensure participation in the development of appropriate plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

47. Participate in the preparation of incident plans. D-3   

• Strategic Plan 
• Functional plans 
• Demobilization Plan 
• Evacuation plan (incident personnel) 
• Continuity of Operations Plan (COOP) 

   

48. Solicit input from your appropriate Command Staff organization 
personnel during the plan development and provide them an 
opportunity to review the draft document. 

D-3 
  

    

Behavior/Activity: Participate in the incident action planning process, when requested 

Competency: Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

49. Anticipate your Command Staff organization’s support to 
Operations for the next operational period. D-3   

50. Determine your Command Staff organization’s support capabilities 
based on anticipated needs. D-3   

51. Ensure your Command Staff organization’s participation in the 
Operations Tactics meeting when Command Staff support is 
required. 

D-3 
  

• Discuss with the Operations Section Chief (OSC) if your Command 
Staff organization’s attendance is required 

• Identify additional Command Staff organization resources needed to 
support the next operational-period plan 

• If shortfalls exist, communicate them to the OSC 

   

52. Attend the Command and General Staff Planning meeting. D-3   

• Review the IAP 
• Recommend corrections/adjustments to the IAP 
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

53. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

54. Hold personnel accountable for the execution of assigned tasks. D-3   

55. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

56. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

57. Request additional resources or release surplus resources. D-3   

58. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

59. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

60. Ensure that work completed is consistent with direction, policy, 
and incident objectives. D-3   

• FCO direction 
• FEMA policies 

   

61. Keep assigned personnel informed of changes. D-3   

62. Notify Resource Unit Leader of all resource status changes when 
they occur. D-3   

    
Behavior/Activity: Coordinate with state, tribal, local, and other federal agency officials to ensure unity of 

effort 

Competency: Ethics & Integrity (C9); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Identify and promptly resolve disagreements, issues, and 
misunderstandings. D-3   

64. Share critical information with state, tribal, and local officials. D-3   

65. Take early action to mitigate or resolve coordination issues. D-3   

66. Foster teamwork and emphasize a unified approach. D-3   
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Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

68. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

69. Cultivate professional relationships with co-workers and others to 
exchange information and work effectively. I   

70. Represent FEMA in a professional manner when working with 
internal and external parties. I   

71. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

73. Show subordinates how their assignments support the overall 
management of the incident. D-3   

74. Establish work assignments and set priorities. D-3   

75. Take corrective action when problems arise. D-3   
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76. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

77. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

78. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

79. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for training of assigned personnel to develop required skills 
• Coach personnel so they can develop and maintain skills 

   

80. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

81. Prepare and discuss formal performance evaluations. D-3   

82. Create a work environment that provides mutual respect and equal 
opportunity for Command Staff organization personnel. D-3   

83. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

84. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

85. Write performance appraisals and discuss the results with direct 
report staff. D-3   

    

Behavior/Activity: Ensure safety, health, and environmental (Safety) hazard assessments are completed 

Competency: Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

86. Ensure inspections of proposed and existing FEMA managed 
facilities, buildings, and workplaces are completed and 
documented prior to, and during occupancy. 

D-3 
  

87. Serve as point of contact for the Safety function on the disaster. D-3   

• FCO 
• National Response Coordination Center (NRCC) 
• FEMA OSHE 
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88. Ensure the completion of workplace surveys and hazard 
assessments of all applicable operations. D-3   

• Job Hazard Analysis (JHA) 
• Safety and health checklists 
• Standard Operating Procedures (SOPs) 
• Incident Action Plan Safety Analysis (ICS 215A) 

   

89. Oversee the completion of employee safety, health, and 
environmental concerns and complaints. E   

90. Ensure the proper collection and use of data and information for 
required reports and legal mandates. D-3   

• Occupant Emergency Plan (OEP) 
• Continuity of Operations Plan (COOP) 
• Medical Plan (ICS 206) 
• Environmental permits 

   

    

Behavior/Activity: Review proposed corrective actions to remediate, abate, and/or substitute the hazard 

Competency: Decision Making & Judgment (C7) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

91. Approve the determined type of control required for hazard. D-3   

• Administrative 
• Substitution 
• Engineering 
• Personal Protective Equipment (PPE) 

   

    

Behavior/Activity: Review, approve, and submit Safety plans, messages, and programs 

Competency: Manage Development of Plans (C17); Communication-Written (C5) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

92. Review and approve Safety plans and programs. D-3   

• Health and Safety Plan (HASP) 
• OEP 
• Hazard Communication (HAZCOM) 
• Applicable Environmental Plans, Messages, and Programs 
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93. Submit Safety plans and programs. D-3   

• Planning 
• FCO 
• Headquarters 

   

94. Review Safety briefings. D-3   

95. Finalize and submit Safety inputs for inclusion into the Incident 
Action Plan (IAP). D-3   

96. Review and submit Safety inputs to the COOP. D-3   

97. Request and obtain safety, health, environmental, and fire-related 
information and support from subject matter experts as necessary. D-3   

98. Contribute Safety input to the incident demobilization plan. D-3   

    

Behavior/Activity: Ensure the implementation of Safety plans and programs in accordance with all 
applicable regulations (local, state, and federal), standards, and guidelines 

Competency: Leadership (C16); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

99. Ensure implementation of Safety plans and programs. D-3   

• HASP 
• OEP 
• HAZCOM 
• Automated External Defibrillator (AED) 
• Applicable environmental programs 

   

100. Ensure completion of Incident Command System (ICS) forms. D-3   

• ICS 215A 
• ICS 206 
• Activity Log (ICS 214) 
• Incident Objectives (ICS 202) section 7 

   

101. Deliver safety briefings at Command and General Staff meeting. D-3   

102. Ensure that hazard controls are implemented. D-3   

• Elimination 
• Substitution 
• PPE 
• Administrative 
• Engineering 
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103. Communicate justification of hazard control to Finance/Admin and 
Logistics Section Chiefs. D-3   

104. Work with logistics to acquire proper funding. D-3   

    

Behavior/Activity: Reevaluate the controls, programs and plans 

Competency: Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

105. Provide situational awareness to immediate supervisor on any 
changes that could affect disaster-wide operations. D-3   

106. Analyze collected data. D-3   

• Occupational Safety and Health Administration (OSHA) 300 log 
• Vehicle accident log 
• First aid log 
• Safety concerns of employees and other agencies 
• Environmental incidents 

   

107. Reevaluate site-specific safety issues for updates. D-3   

108. Reevaluate and reassess the hazard control and recommendations 
from the inspection reports. D-3   

    

Behavior/Activity: Establish and manage the Safety function 

Competency: Manage Resources (C19); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

109. Finalize and distribute Safety reports. D-3   

• Closeout report 
• Weekly report 
• Weekly conference calls 

   

110. Ensure that the records necessary for the Safety function are 
maintained. D-3   

• Hazardous waste records 
• Environmental permits 
• Briefing rosters 

   

111. Coordinate with other Command and General Staff to ensure the 
proper implementation of the HASP. D-3   
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112. Review and approve Safety-related purchase requests to ensure 
that Safety procurement requirements are achieved. D-3   

113. Inform the immediate supervisor and National Disaster Safety 
Officer Cadre Manager of significant hazardous situations or 
events. 

D-3 
  

    

Behavior/Activity: Manage the Safety function responsibilities for accident/incident investigations and 
documentation 

Competency: Attention to Detail (C3); Analysis/Reasoning (C2) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

114. Review accident/incident investigations and documentation. D-3   

115. Submit accident investigation reports and Fatality and Catastrophic 
(FATCAT) notifications as required. D-3   

116. Coordinate with FEMA External Affairs to ensure consistency 
with public messages and awareness of FEMA disaster-related 
activities. 

D-3 
  

117. Coordinate and communicate with the NRCC Safety Coordinators 
to ensure the proper reporting of the event and hazards, when 
applicable. 

D-3 
  

    

Behavior/Activity: Coordinate activities with safety and health representatives 

Competency: Leadership (C16); Incident Action Planning (C11) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

118. Inform all collaborating agencies and Command and General Staff 
regarding hazards and/or potential hazards. D-3   

• ESF organizations 
• Other Federal Agencies (OFA) 
• Local, state, and tribal agencies 
• Contractors 

   

119. Coordinate with partners in the development of hazard assessment, 
employee training, and technical resources for disasters that do not 
require the Interagency Safety Committee to provide consistency 
in hazard analysis. 

D-3 
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120. Coordinate with state, tribal, and local counterparts. D-3   

• OSHA 
• State environmental 
• Local emergency planning committee 
• State emergency response commission 
• State or local Emergency Operations Center (EOC) safety officer 
• Tribal representative 

   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

121. Negotiate the time of transfer. I   

122. Provide for adequate overlap to ensure efficient transfer of duties. I   

123. Brief replacement on current situation. I   

124. Ensure that appropriate information is up-to-date. I   

125. Ensure that an effective transfer of duties is accomplished. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

126. Coordinate with FCO to develop and carry out a staff reduction 
plan. D-3   

127. Ensure that closeout records are current, accurate, and complete. D-3   

128. Submit items for the Remedial Action Management Program 
(RAMP) to the Planning Section Chief. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

129. Obtain performance appraisal from supervisor. I   

130. Report to the Training Unit upon completion of training 
assignment. I   

131. Make return travel arrangements. I   

132. Prepare the final travel voucher. I   

133. Return equipment to the Accountable Property Office (APO). I   

134. Submit final timesheet, appraisal form, and travel voucher. I   

135. Check out with the Automated Deployment Database (ADD).  I   

136. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Safety Officer Type III (SFO3) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Safety Officer Type III (SFO3) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Safety Officer Type III (SFO3) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Security Manager (SEMG) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 

  



SECURITY MANAGER (SEMG) 21 November 2011, Revised 

2 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 



21 November 2011, Revised SECURITY MANAGER (SEMG) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 5 

Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms (FAAT) book 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   



SECURITY MANAGER (SEMG) 21 November 2011, Revised 

6 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of incident operations (i.e., geographical, functional, or 
combination of both) 

• Resources currently assigned 
• Resources en route and/or ordered 
• Incident facilities, types, and location 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Strategies 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    

Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   



21 November 2011, Revised SECURITY MANAGER (SEMG) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 7 

13. Use common terminology. I   

14. Maintain appropriate span of control. I   

15. Maintain unity of command. I   

    

Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

16. Provide for the safety, security, welfare, and accountability of 
subordinates. D-3   

17. Recognize and communicate potentially hazardous situations. D-3   

18. Develop and communicate emergency procedures consistent with 
the safety security plans. D-3   

19. Verify that special precautions are taken when hazards exist. D-3   

20. Use personal protective equipment (PPE) when issued. D-3   

21. Safeguard property and equipment. D-3   

22. Provide current information for the call-down roster. D-3   

23. Maintain the integrity of the call-down roster of subordinates. D-3   

    

Behavior/Activity: Ensure that organizational structure and staffing are adequate to meet immediate 
supervisor’s direction 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Determine if the organizational structure is appropriate based on 
supervisor’s direction. D-3   

25. Ensure that the organizational structure is ICS compliant. D-3   

• Span of control 
• Proper ICS positions 
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26. Ensure that direct report staff are qualified to perform assigned 
positions. D-3   

• FEMA Qualification System (FQS) 
• Non-FEMA qualified 

   

27. Discuss findings and recommendations with the immediate 
supervisor. D-3   

• Organizational structure 
• Shortages or surpluses 
• Issues and concerns 
• Facility needs, if applicable 

   

28. Make any organizational adjustments if necessary. D-3   

29. Keep immediate supervisor and assigned personnel informed of 
organizational changes. D-3   

30. Request additional personnel, supplies, services, and equipment 
needed. D-3   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

32. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

33. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

34. Share current information with co-workers and immediate 
supervisor. D-3   
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35. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Ensure all relevant information is exchanged during briefings and debriefings 

Competency: Decision Making & Judgment (C7); Communication-Verbal (C4) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

36. Attend scheduled briefings as required. D-3   

37. Brief subordinates on information relevant to their assignments and 
check for understanding. D-3   

• Discuss special safety considerations or hazards situations 
• Organization of incident operations (i.e., geographical, functional, or 

combination of both) 
• Incident facilities, types, and location 

   

38. Debrief your immediate staff at the end of the operational period to 
gather information. D-3   

• Current situation 
• Assessment of work progress 
• Adjustments needed 
• Additional resources needed 
• Reallocation of resources 
• Safety issues 
• What is going right—what is going wrong 
• Recommendations and limiting factors for the next operational period 

   

39. Brief immediate supervisor on results of debriefings. D-3   
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Behavior/Activity: Execute assigned tasks, assess progress, and make necessary adjustments 

Competency: Incident Action Planning (C11); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Ensure that assigned tasks and expectations for the operational 
period are reasonable and accurate. D-3   

41. Hold personnel accountable for the execution of assigned tasks. D-3   

42. Delegate specific authority based on the assigned tasks to assigned 
specialists. D-3   

43. Make adjustments in response to new information, changing 
conditions, or unexpected obstacles. D-3   

44. Request additional resources or release surplus resources. D-3   

45. Address logistical problems that subordinates report. D-3   

46. Make appropriate decisions and/or adjustments based on analyzed 
and validated information. D-3   

47. Gather and analyze information to validate each subordinate’s 
report of accomplishments. D-3   

48. Ensure that work completed is consistent with direction and policy. D-3   

• Immediate supervisor direction 
• FEMA policies 

   

49. Keep assigned personnel informed of changes. D-3   

50. Notify immediate supervisor of personnel status changes when 
they occur. D-3   

51. Make recommendations for next operational period to immediate 
supervisor. D-3   
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Behavior/Activity: Demonstrate effective supervisory and leadership principles 

Competency: Ethics & Integrity (C9); Leadership (C16) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

52. Exhibit principles of duty, integrity, and respect. D-3   

• Take charge and communicate expectations 
• Accept responsibility and be accountable 
• Make sound and timely decisions 
• Delegate authority and hold people accountable 
• Ensure that tasks are understood 
• Look out for the well-being of your subordinates 
• Be punctual 
• Ensure fair and equal treatment of all subordinates 
• Keep subordinates informed 
• Foster teamwork 
• Be honest (do the right thing when no one is looking) 
• Be consistent and reliable 
• Establish trust through open communication 

   

53. Explain each subordinate’s assignments in the context of the 
bigger picture. D-3   

54. Establish work assignments and set priorities. D-3   

55. Establish and communicate basic work guidelines. D-3   

• Work hours 
• Rotation schedule 
• Staggering of work hours 

   

56. Keep subordinates informed of decisions, actions, and changes that 
affect them. D-3   

57. Provide continuous feedback on performance. D-3   

• Recognize and document superior performance 
• Take corrective action and document poor performance 

   

58. Ensure that personnel receive needed training and coaching. D-3   

• Conduct orientation sessions and arrange on-the-job training for new 
hires 

• Arrange for ongoing training and professional development for 
assigned personnel to develop required skills 

• Coach personnel in developing and maintaining skills 

   

59. Ensure that all personnel time records are complete, accurate, and 
submitted within established time frames. D-3   

60. Prepare and discuss formal performance evaluations with 
subordinates. D-3   
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61. Create a work environment that provides mutual respect and equal 
opportunity for all unit personnel. D-3   

62. Assess the need for and monitor the use of overtime hours, 
avoiding unnecessary expenditures. D-3   

63. Monitor employee performance to assess the need for possible rest 
or rotation. D-3   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

64. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

65. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

66. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Supervise and/or participate in the development of plans 

Competency: Manage Development of Plans (C17) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

67. Participate in the preparation of plans when directed. I   

• Strategic plan 
• Transition plan 
• Demobilization plan 
• Continuity of Operations plan (COOP) 
• Occupant Emergency Plan (OEP) 
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Behavior/Activity: Conduct FEMA Disaster Security Operations assessments 

Competency: Knowledge of Program & Technical Protocols (C15); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

68. Obtain security-related information for the affected area. I   

• Local law enforcement liaison 
• Local areas of concern (high crime areas, threat information, unique 

local laws) 

   

69. Conduct facility security risk assessments and develop 
recommendations for corrective action as needed. I   

70. Document facility security risk assessments using the Security 
Style Guide report format. I   

• Local law enforcement resource maps 
• Local law enforcement capabilities list 

   

71. Conduct, document, and distribute mail room security assessment. I   

• FCO 
• COS 
• Logistics Section Chief 

   

    

Behavior/Activity: Identify security vulnerabilities and threats in the affected areas 

Competency: Decision Making & Judgment (C7); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

72. Monitor disaster area criminal activity and identify trends that may 
impact disaster operations. I   

73. Review security intelligence reports from Headquarters, law-
enforcement liaisons, and other sources. I   

74. Provide immediate supervisor with recommendations for 
corrective action to eliminate or mitigate identified security 
vulnerabilities. 

I 
  

75. Take immediate action(s) to correct security violations when 
observed or brought to your attention. I   
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Behavior/Activity: Set up a secure environment for personnel identification operations 

Competency: Adhere to Security Procedures (C1); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

76. Establish security measures to protect employee personal 
information and sensitive equipment. I   

    

Behavior/Activity: Plan, organize, and establish security operations 

Competency: Manage & Organize Information (C18); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

77. Implement security operations in accordance with policies and 
procedures issued by the Office of Chief Security Officer (OCSO). I   

78. Develop flexible, proactive, and strategic security operational 
plans to meet exigent and emerging circumstances. I   

79. Develop the internal security organizational structure to meet field 
needs. I   

80. Establish the disaster folder on the Security cadre drive. I   

81. Develop and/or organize electronic and written documents, forms, 
logs and files, administrative procedures, and other information 
needed to manage the Security Office. 

I 
  

82. Prepare and submit security daily activity log. I   

83. Prepare and submit weekly security status reports. I   

    

Behavior/Activity: Develop and implement Security programs 

Competency: Information Management (C13); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

84. Develop procedures to ensure adequate security for personnel, 
facilities, property, and operations. I   

• Parking lot patrol 
• Personnel escort 
• Identification badge 
• Property accountability 
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85. Implement security awareness programs. I   

• Violence in the workplace 
• Identity theft 
• Personal protection 
• Asset protection 

   

86. Develop and prepare security bulletins for dissemination. I   

87. Develop disaster-specific security awareness training for incident 
management personnel. I   

88. Present disaster-specific security awareness training to incident 
management personnel. I   

    

Behavior/Activity: Administer force protection assets 

Competency: Knowledge of Program & Technical Protocols (C15); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Administer Protective Security Officer (PSO) Force in accordance 
with the current FEMA/Federal Protective Service (FPS) 
Memorandum of Understanding (MOU). 

I 
  

90. Prepare Action Request Form (ARF) for a Mission Assignment 
(MA) or Amendment. I   

91. If non-federal sources are used, demonstrate ability to obtain force 
protection assets through other means. E   

92. Prepare task orders. I   

93. Write post orders. I   

94. Set up spreadsheet for physical security expenses. I   

• Disaster Security Estimated Expenses spreadsheet    

95. Maintain the spreadsheet for physical security expenses. I   

• Disaster Security Estimated Expenses spreadsheet    

96. Monitor and report PSO performance. I   

97. Coordinate with Federal Protective Service (FPS) Contracting 
Officer Technical Representative (COTR). I   
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Behavior/Activity: Conduct security operations 

Competency: Information Management (C13); Interpersonal Skills (C14); Knowledge of Program & 
Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

98. Maintain liaison with appropriate incident management staff  to 
learn locations and timelines of field facilities. I   

99. Implement a security site visit program to monitor and refine 
security field operations. I   

100. Implement special contingency plans to support high-
visibility/distinguished visitor visits to field facilities. I   

101. Obtain and coordinate assistance from other agencies in support of 
distinguished visitor visits as required. I   

• State police 
• U.S. Secret Service 
• FBI 

   

102. Obtain and coordinate law enforcement and security support for 
official events open to the public. I   

103. Implement special security protection support operations for senior 
Federal officers during their public appearances. I   

104. Prepare and submit appropriate security documentation. I   

105. Report incidents using appropriate Security Style Guide formats. I   

106. Initiate inquiry into incident(s) referred to Security. I   

    

Behavior/Activity: Ensure a complete and effective closeout of the security function at the termination of 
activities 

Competency: Attention to Detail (C3); Knowledge of Program & Technical Protocols (C15); Planning & 
Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

107. Prepare security kits for shipment and surrender kits to Logistics. I   

• All kits re-stocked with supplies per policy 
• PII files deleted from badge and fingerprint kits according to current 

FEMA/IT Security policy 

   

108. Coordinate with Logistics to ensure photocopier hard drive(s) are 
properly disposed. I   
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109. Ensure ongoing security support to remaining incident 
management staff and facilities if required. I   

• Security points of contact 
• Existing contracts for security resources 

   

110. Close out and submit security files to the appropriate authority. I   

111. Prepare and submit After Action Report (AAR) to Headquarters’ 
Security. I   

112. Complete and submit performance evaluations for subordinates at 
the conclusion of the incident. I   

    

Behavior/Activity: Ensure continuity of operations during the transition of duties to a replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

113. Negotiate the time of transition. I   

114. Provide for adequate overlap to ensure efficient transfer of duties. I   

115. Brief replacement on current situation. I   

116. Ensure that appropriate information is up-to-date. I   

• Accurate 
• Special issues/concerns 

   

117. Ensure that an effective transition of duties is accomplished. I   

118. Notify immediate supervisor when transition is complete. I   

    

Behavior/Activity: Ensure a complete and effective closeout and/or transition at the termination of activities 

Competency: Manage Resources (C19); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

119. Coordinate with immediate supervisor to develop and carry out a 
staff reduction plan. D-3   

120. Submit appropriate current, accurate, and complete records to 
immediate supervisor. D-3   

121. Submit items for the Remedial Action Management Program 
(RAMP) to immediate supervisor. D-3   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

122. Obtain performance appraisal from supervisor. I   

123. Report to the Training Unit upon completion of training 
assignment. I   

124. Make return travel arrangements. I   

125. Prepare the final travel voucher. I   

126. Return accountable property to the Accountable Property Office 
(APO). I   

127. Submit final timesheet, appraisal form, and travel voucher. I   

128. Check out with the Automated Deployment Database (ADD). I   

129. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Security Manager (SEMG) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Security Manager (SEMG) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Security Manager (SEMG) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Security Specialist (SESP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 
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Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   



SECURITY SPECIALIST (SESP) 21 November 2011, Revised 

6 FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    
Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   
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23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   

    
Behavior/Activity: Conduct FEMA Disaster Security Operations needs assessments 

Competency: Knowledge of Program & Technical Protocols (C15); Manage & Organize Information 
(C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Assist immediate supervisor in analyzing the size and scope of the 
disaster operations. I   

• Needs assessment for additional security personnel, equipment and 
supplies 

   

28. Request and obtain security-related information from law 
enforcement agencies in the affected area. I   

• Local areas of concern (high crime areas, threat information, unique 
local laws) 

• Law enforcement liaison activities 
• Identification of available local law enforcement agencies and their 

resource capabilities 
• Notification to supervisor of possible/available resources and 

capabilities 
• Local map identifying location of law enforcement resources (optional subtask) 
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29. Conduct facility security risk assessments as directed. I   

• Utilizing most current established policy 
• Recommendations for corrective action as needed 
• Mail-room security assessment 

   

30. Document facility security risk assessments using the Security 
Style Guide report format. I   

31. Implement security operations as appropriate in accordance with 
policies and procedures issued by the Office of Chief Security 
Office (OCSO). 

I 
  

    

Behavior/Activity: Identify security vulnerabilities in the affected areas 

Competency: Decision Making & Judgment (C7); Information Management (C13); Knowledge of 
Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

32. Monitor disaster area criminal activity and identify trends that may 
impact disaster operations. I   

33. Review security intelligence reports from Headquarters, law-
enforcement liaisons, and other sources. I   

34. Provide immediate supervisor with recommendations for 
corrective action to eliminate or mitigate identified security 
vulnerabilities. 

I 
  

35. Take direct action to correct immediate security vulnerabilities, if 
necessary. I   

36. Disseminate security information bulletins to incident management 
personnel, as appropriate. I   

    

Behavior/Activity: Coordinate Security Office resources as directed 

Competency: Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

37. Assist immediate supervisor to set up the Security Office space. I   
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38. Develop and/or organize electronic and written documents, forms, 
logs and files, administrative procedures, and other information 
needed to manage the Security Office. 

I 
  

39. Determine need for and acquire appropriate communication 
system(s) for use in internal and/or field operations. I   

    

Behavior/Activity: Assist immediate supervisor in setting up a secure environment for personnel 
identification operations 

Competency: Adhere to Security Procedures (C1); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Set up secure, adequate, and appropriate office space for badging 
and fingerprinting as directed. I   

• Locking file cabinets    

41. Assist immediate supervisor to establish security measures to 
protect employee personal information and sensitive equipment. I   

    

Behavior/Activity: Plan, organize, and establish security operations as directed 

Competency: Manage & Organize Information (C18); Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

42. Assist immediate supervisor to develop flexible, proactive, and 
strategic security operational plans to meet exigent and emerging 
circumstances. 

I 
  

43. Assist with the development of the internal security organizational 
structure to meet field needs. I   

44. Prepare and submit security activity status reports. I   

45. Prepare and submit security daily activity log. I   
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Behavior/Activity: Assist in development and implementation of security programs 

Competency: Information Management (C13); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Assist immediate supervisor in developing procedures to ensure 
adequate security for personnel, facilities, property, and operations. I   

• Parking lot patrol 
• Personnel escort 
• Identification badge 
• Property passes 

   

47. Implement security awareness programs (e.g., violence in the 
workplace, identity theft, personal protection, asset protection). I   

48. Develop and distribute security bulletins. I   

49. Develop disaster-specific security awareness training for incident 
management personnel. I   

50. Present disaster-specific security awareness training to incident 
management personnel. I   

    

Behavior/Activity: Assist in the administration of force protection assets 

Competency: Knowledge of Program & Technical Protocols (C15); Manage Resources (C19) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Assist in the administration of the Protective Security Officer 
(PSO) Force in accordance with the current FEMA/Federal 
Protective Service (FPS) Memorandum of Understanding (MOU). 

I 
  

52. Assist in preparation of the Action Request Form (ARF) for a 
Mission Assignment (MA) or Amendment. I   

53. Assist in preparation of task orders. I   

54. Assist with writing post orders. I   

55. Enter data in the Disaster Security Estimated Expenses 
spreadsheet. I   

56. Monitor and report PSO performance. I   
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Behavior/Activity: Conduct fingerprint operations 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

57. Receive and inventory the Electronic Fingerprinting Kit (EFK) 
from Accountable Property Officer (APO). I   

58. Assemble and test EFK equipment. I   

59. Determine if fingerprinting is necessary and which card is 
required. I   

• Local hire 
• e-QIP 
• Contractor 

   

60. Successfully take fingerprints manually using portable inkless 
system if required. I   

61. Submit fingerprint records to Headquarters for processing. I   

62. Prepare and maintain daily fingerprint log and submit when 
requested. I   

    

Behavior/Activity: Conduct badging operations 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

63. Receive and inventory badging kit from APO. I   

64. Properly assemble and test badging equipment. I   

65. Conduct status checks. I   

• ISMS 
• Appropriate fingerprint lists queried 
• Interpretation of results to determine the individual’s status 
• Status administrative documents, such as a master spreadsheet, if 

required 
• E-Qip profile assistance 

   

66. Issue badges in accordance with policy. I   

• Personal Identifiable Verification (PIV) form    

67. Upon issuance of a new badge, collect previously-issued badges. I   

68. Properly dispose of surrendered badges. I   
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69. Prepare and maintain daily badge log and submit when requested. I   

    

Behavior/Activity: Monitor security operations as directed 

Competency: Information Management (C13); Interpersonal Skills (C14); Knowledge of Program & 
Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

70. Maintain liaison with appropriate incident management staff to 
learn locations and timelines of field facilities. I   

71. Implement a security site visit program to monitor and refine 
security field operations. I   

72. Assist in the implementation of special contingency plans to 
support high-visibility/distinguished visitor visits to field facilities. I   

• Assistance from other agencies (e.g., State police, U.S. Secret Service, 
FBI) 

   

73. Ensure security support for official events open to the public. I   

• Coordination of assistance from law enforcement as necessary    

74. Implement special security protection support operations for senior 
federal officers during their public appearances. I   

75. Prepare and submit appropriate security documentation. I   

76. Report incidents using appropriate Security Style Guide formats. I   

77. Initiate inquiry into incident(s) referred to Security. I   

    

Behavior/Activity: Safeguard Personally Identifiable Information (PII) in accordance with established 
DHS/FEMA policies 

Competency: Adhere to Security Procedures (C1); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

78. Ensure that PII is properly handled. I   

• Use of cover sheets    

79. Ensure that PII is securely stored. I   

• Locking file cabinets 
• Password-protect electronic files 
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80. Properly transmit PII. I   

• Proper markings (e.g., FOUO) 
• Password-protect electronic files 

   

81. Properly dispose of physical PII. I   

• Paper copies cross-shredded/secure document disposal bin 
• Electronic files deleted according to current FEMA/IT Security policy 

   

 

Behavior/Activity: Assist in implementing demobilization procedures 

Competency: Communication-Written (C5); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

82. Prepare security kits for shipment and surrender to Logistics. I   

• All kits re-stocked with supplies per policy 
• PII files deleted from badge and fingerprint kits according to current 

FEMA/IT Security policy 

   

83. Forward appropriate documentation and transitional information to 
sponsoring RSO. I   

84. Coordinate with local Federal Protective Services Commander if 
required. I   

85. Coordinate security alarm and/or CCTV removal if required. I   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

86. Obtain the time of transition from immediate supervisor. I   

87. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

88. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

89. Obtain performance appraisal from supervisor. I   

90. Report to the Training Unit upon completion of training 
assignment. I   

91. Make return travel arrangements. I   

92. Prepare the final travel voucher. I   

93. Return accountable property to the Accountable Property Office 
(APO). I   

94. Submit final timesheet, appraisal form, and travel voucher. I   

95. Check out with the Automated Deployment Database (ADD). I   

96. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.  

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Security Specialist (SESP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Security Specialist (SESP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Security Specialist (SESP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 



PUBLICATION DATE: 21 November 2011, Revised  

 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 

Security Support Specialist (SSSP) 

POSITION TASK BOOK (PTB) ASSIGNED TO: 

 
Individual’s Name, HQ/Region 

POSITION TASK BOOK (PTB) INITIATED BY: 

 
Official’s Name, Title, HQ/Region 

 
Date PTB Initiated 
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FEMA has developed Position Task Books (PTBs) based on the National Incident Management 
System (NIMS), FEMA doctrine, and the FEMA Incident Management Handbook (IMH). 

Each PTB lists a general description of an observable behavior/activity followed by the competency and 
the associated performance requirements written as tasks for the specific position in a format that allows a 
trainee to be evaluated.  Successful performance of all tasks, as observed and recorded by an evaluator, is 
required prior to a recommendation that the trainee be certified as qualified in the position.  Evaluation 
and confirmation of the individual’s performance of all tasks may involve more than one evaluator and 
can occur on incidents such as disasters, emergency declarations, special events, and exercises.  Some 
tasks are required to be performed on a disaster.  It is important that all tasks be critically evaluated and 
recorded by each evaluator. 

INTRODUCTION 

This PTB has been issued by the certifying official or a Training Unit Leader/Specialist on an incident 
with approval from the certifying official. Issuance by the certifying official indicates that the trainee is 
qualified in the required FQS position(s) for this PTB to be initiated. The issuance section of the PTB 
(i.e., the official’s signature on the cover page) documents the initiating of the PTB and that the trainee 
meets the required prerequisites.  It is the discretion of the certifying official as to whether or not to issue 
a PTB. 

ISSUING AUTHORITY 

DEFINITIONS 

• Behavior/Activity:  A description of an observable behavior (work activity) that allows the 
grouping of similar tasks necessary to perform the specific behavior.  Incident management, 
incident support, and program subject matter experts have developed behaviors for all incident 
management and incident support positions.   

• Competency:  An observable, measurable pattern of a knowledge, skill, ability, behavior and/or 
other characteristic that an individual needs to perform the behavior/activity and associated tasks.  
A competency specifies what skill set the person needs to possess to do the task(s) successfully.  
A competency forms the basis for position specific training, position task books, job aids, and other 
performance-based documents.  

• Task:  A specific description of a behavior/activity that is necessary for the successful 
performance in a position which must be demonstrated.  Tasks within the PTB are numbered 
sequentially; however, the numbering does NOT indicate the order in which the tasks need to 
be performed or evaluated.   

• Indicators:  The bullets under each numbered task are examples or indicators of items or 
actions related to the task. The purpose of the bullets is to assist the evaluator in evaluating 
the trainee.  The evaluator should also refer to the Evaluator’s Guide that lists further 
behavioral examples which will assist in assessing the trainee’s performance. The bullets are not 
all-inclusive. Evaluate and initial ONLY the tasks. DO NOT evaluate and initial each 
individual bullet. 
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Codes have been developed to identify the required environment in which a specific task must be 
successfully demonstrated.  The code represents the lowest in the hierarchy at which the task can be 
signed off as successfully completed.  These codes are arranged in the following hierarchy: 

CODES 

Hierarchy Code Definition 

Highest D - 1 

D - 2 

D - 3 

Declared Disaster (Stafford Act incident which includes Major Disaster 
and Emergency Declarations). 

 I 
A Non-Stafford Act Incident (i.e., Federal to Federal Support; FEMA is 
not the lead Federal agency).  This includes pre-declaration surge 
activities. 

Lowest 
E 

An event, such as a National Special Security Event (NSSE) OR an 
organized, pre-planned exercise or simulation approved by the 
Certifying Official or higher authority. 

A task may be signed off at the specified level or at any higher level. 

Disasters are classified as Level I, II, or III with Level I representing the largest and most complex.  In 
this PTB these levels are associated with the “D” in the code column.  Each task has one of the above 
codes listed in the Code column associated with the task. 

The Evaluator’s Guide provides performance indicators for the evaluator’s use when assessing the 
trainee’s performance and determining if an employee has satisfactorily performed each of the tasks listed 
in a PTB.  The competency listed in the PTB under each behavior/activity contains a reference number 
that links to the Evaluator’s Guide.  For example, listed below is a sample behavior/activity and 
competency listed in a PTB: 

EVALUATION 

Behavior/Activity: Ensure readiness for assignment prior to deployment 
Competency: Dependability (C8) 

The Evaluator’s Guide lists the competencies in numerical order which correspond to the number 
referenced in the PTB.  For example, when looking at the Evaluator’s Guide for performance indicators 
concerning Dependability, the Evaluator will see the following:  
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1. Certifying Official is responsible for: 

RESPONSIBILITIES 

• Identifying trainees based on agency requirements and strategic goals. 
• Issuing the Position Task Book and ensuring that the trainee meets all required prerequisites. 
• Providing opportunities for evaluation and/or making trainees available for evaluation. 
• Explaining to the trainee the purpose and process of the PTB as well as the trainee’s 

responsibilities. 
• Tracking progress of the trainee. 
• Confirming PTB completion. 
• Certifying the trainee for those positions falling within their certification authority (all non-

typed positions below the Unit Leader in the Logistics, Planning, and Finance/Administration 
Sections; and all positions below the Division/Group Supervisor and Task Force Leader 
within the Operations Section). 

• Recommending certification of the trainee for those positions not falling within their 
certification authority. 

2. The Trainee is responsible for:  

• Reviewing instructions in the PTB. 
• Providing the evaluator with background information pertinent to the position. 
• Satisfactorily completing all tasks within 3 years from the date of the first task being 

evaluated. 
• Provide a copy of the completed PTB to the certifying official for review and initiation of the 

certification process. 
• Retaining the original PTB in personal record. 

3. The Evaluator is responsible for: 

• Being qualified in the position being evaluated. 

C8.  Dependability 

Definition:  Takes personal responsibility for work; looks at an individual’s ability to be seen 
as reliable, steady, responsible and committed in relation to everything they do for themselves 
and others; can be relied upon to be punctual and to follow through with assignments. 

• Conscientious, thorough, accurate, and reliable when performing and completing job 
tasks; 

• Shows commitment/dedication and accountability in one's work, and follows through 
on all projects, goals, aspects of the work;  

• Completes assigned tasks on time and with minimal supervision;  
• Arrives prepared for work;  
• Fulfills all commitments made to peers, co-workers, and supervisor;  
• Completes work in a timely, consistent manner; works hours necessary to complete 

assigned work; is personally responsible. 
• Keeps commitments - committed to doing the best job possible. 
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• Meeting with the trainee and determining past experience, current qualifications, and desired 
objectives and goals. 

• Reviewing tasks with the trainee. 
• Explaining to the trainee the purpose and processes of the PTB, as well as the trainee’s 

responsibilities. 
• Accurately evaluating and recording demonstrated performance of tasks.  Initialing and 

dating completion of the tasks shall document satisfactory performance. 
• Documenting unsatisfactory performance in the Evaluation Record. 
• Completing the Evaluation Record. 

4. The Final Evaluator is the evaluator of the trainee when the final tasks in the PTB are 
completed.  If only one evaluator signs off on all of the tasks in the PTB, then that individual is 
also the final evaluator.  This individual will ensure that all tasks have been initialed and is 
responsible for: 

• Signing the Final Evaluator’s Verification Statement when all tasks have been initialed by an 
evaluator. 

5. Incident Training Unit Leader (when assigned) is responsible for: 

• Issuing a PTB to the trainee that does not have one after contacting the Certifying Official for 
approval of the selection and confirmation that the trainee meets all required prerequisites.  

• If the PTB is issued at the incident site, then the Incident Training Unit Leader is further 
responsible for: 

o Identifying and assigning an evaluator who can provide a positive experience for 
the trainee, and make an accurate and honest appraisal of the trainee’s 
performance; 

o Explaining to the trainee the purpose and processes of the PTB, as well as the 
trainee’s responsibilities; 

o Confirm participants’ understanding of their roles/responsibilities in FQS 
process; 

o Tracking progress of the trainee and conducting progress reviews as appropriate; 
o Identifying incident evaluation opportunities; 
o Conduct final incident FQS trainee interview; 
o Submit final FQS training unit package at close-out and forward to the HQ 

Response Training Unit. 

6. A Certifying Authority is the FEMA official who has direct reporting responsibility to the 
FEMA Administrator and has authority to certify FEMA personnel as qualified in identified 
positions.  He/she is responsible for: 

• Certifying on the PTB that the trainee has completed all requirements for the position. 
• After certification, return the PTB to the individual for their personal records. 



21 November 2011, Revised SECURITY SUPPORT SPECIALIST (SSSP) 

FEMA INCIDENT MANAGEMENT POSITION TASK BOOK 5 

Behavior/Activity: Ensure readiness for assignment prior to deployment 

TASKS TO PERFORM 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

1. Obtain and assemble materials needed for assignment. E   

• Current program guidance 
• Appropriate forms (FEMA and Incident Command System [ICS]) 
• FEMA Incident Management Handbook (IMH) 
• Position Task Book (PTB) 
• FEMA Acronyms, Abbreviations and Terms book (FAAT) 

   

2. Obtain information prior to deployment. I   

• Incident type, name, and number 
• Travel authorization number 
• Specific job assignment 
• Name and phone of supervisor if available 
• Reporting time and location 
• Transportation arrangements 
• Contact procedures during travel 
• Expected duration of assignment 
• Expected working conditions 

   

3. Review and conform to Chapter 2, IMH, “Common 
Responsibilities.” I   

4. Ensure that agency identification (badge) is current or have two 
forms of federally recognized picture identification. I   

• Driver’s license 
• Passport 
• Federal/state agency identification 

   

    

Behavior/Activity: Follow proper check-in procedures upon arrival and obtain job-required equipment and 
supplies 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

5. Check in at designated incident check-in location and complete 
check-in packet. I   

6. Report to the Training Unit to check in as a trainee. I   
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7. Obtain additional job-required equipment or supplies. I   

• Computer 
• Cellular or desk phone 
• Office supplies 
• Maps 
• Air Card, if applicable 

   

8. Check in with the Automated Deployment Database (ADD). I   

    

Behavior/Activity: Obtain an initial briefing from immediate supervisor and gather information relevant to 
your assignment 

Competency: Researching Information (C21) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

9. Obtain information relevant to your assignment. I   

• Organization of Incident operations (i.e., geographical, functional or 
combination of both) 

• Incident facilities, types and location 
• Special safety considerations or hazardous situations 

   

10. Obtain initial direction from your immediate supervisor concerning 
your assignment. I   

• Current priorities 
• Incident objectives 
• Work expectations 
• Security considerations 
• Safety considerations 

   

11. Identify topics, issues, and concerns of potential relevance to your 
assignment. I   

    
Behavior/Activity: Understand, use, and comply with ICS concepts, principles, and processes 

Competency: Incident Command System Concepts (C12) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

12. Demonstrate appropriate level of ICS knowledge. I   

• Organization structure 
• Principles 
• Positions 
• ICS forms 

   

13. Use common terminology. I   
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Behavior/Activity: Follow established safety and security procedures 

Competency: Adhere to Security Procedures (C1); Implement Workplace Safety (C10) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

14. Recognize potentially hazardous situations and report them to 
immediate supervisor. I   

15. Advise co-workers of potentially hazardous situations where 
appropriate. I   

16. Use personal protective equipment (PPE) when issued. I   

17. Safeguard property and equipment. I   

18. Provide current information for the call-down roster. I   

    

Behavior/Activity: Practice effective and appropriate interpersonal communication and team behavior 

Competency: Communication-Verbal (C4); Interpersonal Skills (C14) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

19. Demonstrate professional and appropriate verbal communication 
consistently. I   

• Use common terminology 
• Avoid slang or other confusing terminology 
• Choose respectful words 
• Be clear and concise 
• Minimize use of acronyms 

   

20. Demonstrate professional and appropriate non-verbal 
communication consistently. I   

• Practice active listening 
• Eye contact 
• Appropriate body language 

   

21. Ask clarifying questions to ensure accurate understanding of 
directions. I   

• Specificity of clarifying questions 
• Briefly repeat understanding of directions 

   

22. Share current information with co-workers and immediate 
supervisor. D-3   
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23. Be an effective team player. D-3   

• Be open to other points of view 
• Generate alternative solutions or strategies to address problems/issues 
• Support team members by being helpful and encouraging 
• Know and do your part 
• Support the mission 
• Create open communication channels 
• Identify common interests 

   

    

Behavior/Activity: Establish and maintain positive and ethical behaviors 

Competency: Ethics & Integrity (C9) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

24. Maintain a high standard of ethics required of federal employees 
that is consistent with FEMA core values. I   

25. Demonstrate sensitivity to cultural diversity, race, gender, 
disabilities, sexual orientation, and other individual differences in 
accordance with the Under Secretary of Homeland Security’s 
nondiscrimination policy. 

I 
  

26. Exhibit appropriate public stewardship of taxpayer dollars. I   

    

Behavior/Activity: Coordinate Security Office resources as directed 

Competency: Teamwork (C22) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

27. Assist immediate supervisor to set up the Security Office space. I   

28. Develop and/or organize electronic and written documents, forms, 
logs and files, administrative procedures, and other information 
needed to manage the Security Office. 

I 
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Behavior/Activity: Assist immediate supervisor in setting up a secure environment for personnel 
identification operations 

Competency: Adhere to Security Procedures (C1); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

29. Set up secure, adequate, and appropriate office space for badging 
and fingerprinting as directed. I   

• Locking file cabinets    

30. Implement security measures to protect employee personal 
information and sensitive equipment as directed. I   

    
Behavior/Activity: Perform security administrative duties as directed 

Competency: Attention to Detail (C3); Information Management (C13); Manage & Organize 
Information (C18) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

31. Assist in preparation of the Action Request Form (ARF) for a 
Mission Assignment (MA) or amendment. I   

32. Assist in preparation of task orders. I   

33. Assist in preparation and maintenance of security administrative 
documents. I   

• DRC spreadsheet 
• Master status check list 
• Master task order spreadsheet 

   

34. Enter data into the Disaster Security Estimated Expenses 
Spreadsheet. I   

    
Behavior/Activity: Conduct fingerprint operations 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

35. Assemble and test Electronic Fingerprinting Kit (EFK) equipment. I   

36. Determine if fingerprinting is necessary and which card is 
required. I   

• Local hire 
• e-QIP 
• Contractor 
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37. Successfully take fingerprints manually using portable inkless 
system if required. I   

38. Submit fingerprint records to Headquarters for processing. I   

39. Prepare and maintain daily fingerprint log and submit as requested. I   

    

Behavior/Activity: Conduct badging operations 

Competency: Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

40. Assemble and test badging equipment. I   

41. Conduct status checks. I   

• ISMS 
• Appropriate fingerprint lists queried 
• Interpretation of results to determine the individual’s status 
• Status administrative documents, such as a master spreadsheet, if 

required 

   

42. Issue badges in accordance with policy. I   

• Personal Identifiable Verification (PIV) form    

43. Upon issuance of a new badge, collect previously-issued badge(s). I   

44. Properly dispose of surrendered badges. I   

45. Prepare and maintain daily badge log and submit as requested. I   

    

Behavior/Activity: Safeguard Personally Identifiable Information (PII) in accordance with established 
DHS/FEMA policies 

Competency: Adhere to Security Procedures (C1); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

46. Ensure that PII is properly handled. I   

• Use of cover sheets    

47. Ensure that PII is securely stored. I   

• Locking file cabinets 
• Password-protect electronic files 
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48. Properly transmit PII. I   

• Proper markings (e.g., FOUO) 
• Password-protect electronic files 

   

49. Properly dispose of physical PII. I   

• Paper copies cross-shredded/secure document disposal bin 
• Electronic files deleted according to current FEMA/IT Security policy 

   

    

Behavior/Activity: Assist in implementing demobilization procedures 

Competency: Communication-Written (C5); Knowledge of Program & Technical Protocols (C15) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

50. Prepare security kits for shipment and surrender to Logistics. I   

• All kits re-stocked with supplies per policy 
• PII files deleted from badge and fingerprint kits according to current 

FEMA/IT Security policy 

   

    

Behavior/Activity: Effectively transition position duties to replacement 

Competency: Planning & Organizing (C20) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

51. Obtain the time of transition from immediate supervisor. I   

52. Identify appropriate information needed for transition of duties. I   

• Up-to-date 
• Accurate 
• Special issues/concerns 

   

53. Notify immediate supervisor when transition is complete. I   
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Behavior/Activity: Properly check out of the incident 

Competency: Dependability (C8) 

TASK CODE RECORD 
NUMBER 

EVALUATOR 
INITIALS 

54. Obtain performance appraisal from supervisor. I   

55. Report to the Training Unit upon completion of training 
assignment. I   

56. Make return travel arrangements. I   

57. Prepare the final travel voucher. I   

58. Return accountable property to the Accountable Property Office 
(APO). I   

59. Submit final timesheet, appraisal form, and travel voucher. I   

60. Check out with the Automated Deployment Database (ADD). I   

61. Check out with the IT Service Manager in the Communication 
Unit. I   
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• There are four separate Evaluation Records available for use, if necessary, each of which 
correspond to an assignment, either a disaster, a non-disaster incident, or an exercise (see forms 
that follow). 

INSTRUCTIONS FOR COMPLETING THE EVALUATION RECORD 

• It is not necessary for a trainee to complete four assignments; however, four should normally be 
sufficient for an individual to qualify in a position, but if additional assignments are needed, an 
Evaluation Record can be copied and attached to the PTB. 

Complete These Items at the Start of the Evaluation Period: 

• Evaluator’s Name:  Evaluator enters name here (Print). 

• Incident/disaster/exercise position title:  Enter the evaluator’s incident/disaster/exercise 
position title. 

• Evaluator’s office address and phone:  Self-explanatory. 

• Record Number:  The Record Number listed in the upper left corner of the Evaluation Record 
identifies the evaluator of a particular incident.  This number should be placed in the column 
labeled “Record #” in the PTB for each task performed satisfactorily.  This number will enable 
reviewers of the completed PTB to tie the tasks to the evaluator at a specific incident.   

• Incident/Disaster/Exercise (Name, Number, Location):  Identify the incident/disaster/exercise 
by name, number, and location. 

• Disaster Complexity Level:  Enter the Disaster Complexity Level (I, II, or III). 

Complete These Items at the End of the Evaluation Period: 

• Duration:  Enter inclusive dates during which the trainee was evaluated. 

• Recommendation:  Check as appropriate and make comments regarding the future needs for 
development of this trainee as appropriate. 

• Date:  List the date the record is being completed. 

• Evaluator’s initials:  Initial here to authenticate your recommendations and to allow for 
comparison with initials in the PTB. 

• Evaluator’s Qualification:  List your qualification that validates your authority to evaluate and 
approve successful performance of tasks by the trainee. 
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Evaluation Record 

 
TRAINEE NAME 

Security Support Specialist (SSSP) 
TRAINEE POSITION 

Record #1 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #2 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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Evaluation Record 

 
TRAINEE NAME 

Security Support Specialist (SSSP) 
TRAINEE POSITION 

Record #3 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 

 

Record #4 
Evaluator’s name (Print): 

Incident/disaster/exercise position title: 

Evaluator’s office address & phone: 

Disaster/Incident/Event-Exercise (Name, Number, Location) Disaster Level 

 

Duration 

to 

The tasks initialed & dated by me have been performed under my supervision in a satisfactory manner by the above-named 
trainee.  I recommend the following for further development of this trainee. 
______ The individual has successfully performed all tasks for the position and should be considered for certification. 
______ Not all tasks were evaluated on this assignment and an additional assignment is needed to complete the evaluation. 
______ The individual is deficient in the performance of tasks identified below and needs further training prior to additional 

assignment(s) as a trainee. 

Deficiencies noted (List Competency and Task #):  

Date: ____________________________ Evaluator’s initials: ________________________ 

Evaluator’s qualification:___________________________________________________________ 
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FINAL EVALUATOR & CERTIFYING OFFICIAL 

Do NOT complete this unless you are recommending the trainee for certification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verification/Certification of Completed Position Task Book for the Position of 

Security Support Specialist (SSSP) 
Final Evaluator’s Verification 

I verify that __________________________________________________________ has successfully 
performed all required tasks as a trainee which are documented with appropriate initials in this PTB and 
should therefore be considered for certification in this position.  

 
Final Evaluator’s Signature and Date 

 
Final Evaluator’s Printed Name, Title, HQ/Region, and Phone Number 

Agency Certification 

I certify that______________________________________________________________ has met all 
requirements for qualification in this position.  

 
Official’s Signature and Date  

 
Official’s Printed Name, Title, HQ/Region, and Phone Number 
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